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Chapter 1

Introduction

Notation Conventions

About This Manual

The TeamSite Author’s Guide introduces you to
the day-to-day operations of TeamSite. It
contains detailed instructions for all the
functions that can be performed at the Author
level, and is primarily intended for Authors.
Editors and Administrators should refer to the
TeamSite User’s Guide. Masters and
Administrators should also refer to the TeamSite

Administration Guide.

This manual refers to the version of TeamSite
that runs on the Windows NT® and 2000
server platform. The client platform—your
own computer—may be any one of Windows®
95, 98, or NT; Macintosh®; or several types of
UNIX. For more information on supported
client platforms, see the “Getting Started”

chapter of this manual.

This manual assumes that you have a basic
understanding of your computer and that you
are familiar with basic commands such as
opening and closing files. It also assumes that
you are familiar with the World Wide Web or
your company’s intranet, that you have some
experience using a web browser, and that you
have some knowledge of editing Web site files.

This manual uses the following notation

conventions:

Boldface text represents the exact text that
appears in a GUI element (such as a menu item,
button, or element of a dialog box). For

example:

Click the Edit File button in the Button
Bar.

Monospaced text represents command-line

output, or file names. For example:

The iwextattr command-line tool
allows you to set and look up extended
attributes on a file.

Monospaced italic textrepresentsa
command-line variable. The commonest
example of this is iw-home, which refers to the
directory where TeamSite is installed. For

example:

iw-home\etc\iw.cfg

is the path to the main TeamSite Configuration
file, iw. cfg, which is located in the etc
directory under the TeamSite installation

directory.
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iwckrole role user

means that you must insert the values of role
and user yourself.

Monospaced bold text represents user
input. The > character that appears before a
line of user input represents the command

prompt, and should not be typed. For example:

http://TeamSite_hostname/iw

means that you must enter the above text as
represented, inserting the your TeamSite

hostname in place of the italicized text.

Square brackets [ ] surrounding a command-
line argument mean that the argument is

optional.

A | character separating command-line
arguments means that only one of the

arguments should be used.

Overview

About TeamSite Areas

Workareas

A workarea is a virtual copy of the entire Web
site. Contributors can create content within
workareas and see their changes within the
context of the Web site without affecting the
actual site or the work of contributors in other
workareas. Users who have access to a

Introduction

workarea can modify files within that workarea
and view their changes within the context of
the entire Web site before integrating their
work with that of other contributors (this
process is known as SmartContext™ QA).
Users can lock files in each workarea,

eliminating the possibility of conflicting edits.

All changes that are made to files in a workarea
are kept completely separate from other
workareas and the staging area until the user
chooses to promote his changes to the staging
area. Within a workarea, users can add, edit, or
delete files, or undo changes to files without
affecting users in other workareas.

A Web site may have one workarea or many,
and there may or may not be several users with
access to a workarea. Workareas are depicted

in TeamSite with the ﬂ icon.

Staging Areas

A staging area is where the work of different
contributors is coordinated. Contributors can
submit the contents of their workareas to the
staging area to confirm that their work is well-

integrated with that of other contributors.

When Authors edit files, they are submitted to

the staging area after an approval step.

About TeamSite Workflow

TeamSite workflow contains two major

elements: jobs and tasks.
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Overview

A job is a set of interdependent tasks. Each job
describes the particular route that the
workflow needs to take. Authors cannot create
new jobs, but they may own parts of jobs, or

tasks.

A task is a unit of work performed by a single
user or process. Each task in a job is associated
with a particular TeamSite workarea and carries

a file or set of files with it.

TeamSite workflow begins when a user creates
ajob. The user who creates the job specifies the
parameters of this job, such as the users who
are to perform specific tasks, the workarea a
task is to take place in, and the files associated
with a task.

The users who are assigned specific tasks may
be notified by email (depending on your
system’s configuration) or by checking their

Task list in the TeamSite GUI.

When users complete tasks, they send the tasks
to the next step of the workflow process by
selecting a task transition. If the task is a
decision point, they will need to select from the

possible transitions.




a Introduction
‘m» INTERWOVEN

4 TeamSite Author’s Guide



Chapter 2

Getting Started

TeamSite’s graphical user interface (GUI) gives This chapter explains about:
you full access to TeamSite through a simple

browser-based interface. The GUI is used to ¢ Choosing a browser (see page 5)

perform all functions specific to TeamSite, as * Logging in to TeamSite (sce page 6)

well as some general file management functions +  The LaunchPad applet (see page 7)
such as creating new files and directories. The . luvoki d confiourin the LaunchPad
GUI is also used to edit files and perform in- nvokilig and configuring the Launchta

context QA. applet (see page 7)
* Logging out of TeamSite (see page 15)

/J Interwoven WebDesk - Micrasoft Intemet Explorer [_[O]x]

WebDesk Serverchocolate.crample.com  Userchris | o
o —_— O Befresh b Lot B Helo sy
(Browse|v) (File |v) (View |v) (_ Submit ) Diectory:/ ®1 (__AddioFavorites ) M
e i ——r—r| | CNOOSING a Browser
JM - [Jabout Apr 26, 2001 4:33:33PM  chris —
0 about [ Cacarsers | apr 26, 2001 11:38:55 PM chris .
» L oammore [ Chcentoct | apr 26,2001 10541 P cic The TeamSite GUI runs under a browser such
4 j ”';"w M Qino Apr 25,2001 11:02:34 AM chris .
= T Cssles 26, 2000 637.02PM | chis as Netscape Nav1gator, Netscape
[ indexhtml | apr 25, 2001 11:02:33 &M chris Edit
[ fytoaoait  [upr 26,2001 t1:41:04 i chrs Y Communicator, or Microsoft Internet
Explorer. TeamSite’s thin-client interface does
not require you to install any other client
software unless you will be editing files through
the TeamSite GUI. If you will be editing files,
. T | . . N
ey s Ry ey S you will need to conflgure a small utility called

LaunchPad (see page 7).

The TeamSite window, displaying a workarea in the Files tab
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The following table shows compatibility for 4. Set the variable width and fixed width fonts
most popular browsers on all supported client to fonts that support the language you want
platforms: to view TeamSite in.
Netscape | Internet 5. Choose Use my default fonts, overriding
P€ ' Explorer document-specific fonts.

Windows 95, 98, | 4 7x 4.x-5.52 .
and NT X 6. Click OK.
Windows 2000 |4.7x 5.0-5.52 Before you log in:
UNIX 4.7x Not supported

1. Select View > Character Set > UTF-8.
MacOS 4 7x! 5.0

2. Select View > Character Set > Set Default
1. Interwoven Merge not supported on Netscape for MacOS. Character Set.

2. Some versions of Internet Explorer 5.5 do not include the
Java Virtual Machine. If you do not have the Java Virtual 3. Select View > Character Set > UTF-8

Machine you can download it from Microsoft's Web site at acain
www.microsoft.com. gam.

Setting Browser Encoding

Logging In to TeamSite

If you are using Netscape and you need to use

international characters in file names, you will 1. Access TeamSite through your browser:

http://TeamSite_hostname/iw/

need to manually specify the encoding for
TeamSite. If you are using Internet Explorer or
if you do not need to use international 2. The TeamSite login screen will appear.

characters, you do not need to do this step.
Y P 3. Select your user type (Author) using the

To specify the encoding to use: pull-down menu.

4. Select the interface you want to use: Web-

it >
1. In Netscape, select Edit > Preferences. Desk or WebDesk Pro. WebDesk is the

2. Click the Fonts option in the left pane. updated interface for TeamSite, and it pro-
) vides superior ease of use and an updated
3. In the For the Encoding menu choose look and feel. WebDesk Pro is provided for
Unicode.

users who are familiar with earlier versions
of TeamSite, although these users are

encouraged to switch to WebDesk.
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About LaunchPad

5. Enter your username and password, and
select your Domain from the pull-down

menu.

6. Click Login.

Username |chris
Password

Domain  |{SxISISIEINIS E

Loginas |Author

Interface ¥ WebDesk {Authors only)
(@)

Server. chocolate interwoven .com

S INTERWOVEN
Eal Wersion: 5.0.0.0 3022 20010423

TeamSite login screen
7. The TeamSite window will appear.

In future logins, TeamSite will “remember”
your latest settings (role, username, and
domain) through a cookie it sets on your
computer.

About LaunchPad

If you are going to edit files or view them in an
editing application, you need to use
LaunchPad. LaunchPad is a helper applet that
appears in your browser. .

LaunchPad allows you to make associations
between file types and the editing applications
you want to use. For example, your computer
may automatically be configured to always
open HTML files in a browser. You can
configure LaunchPad so that when you edit an
HTML file through the TeamSite GUI, it will
open in your editing application instead.

Note: If you have previously used the
LaunchPad application and are now
using the applet, you must re-set your

preferences.

Invoking the LaunchPad
Applet

LaunchPad will be invoked automatically the
first time you do something in TeamSite that
requires LaunchPad, such as editing or
importing files. LaunchPad is available for:

*  Windows 95, 98, NT, or 2000
e Macintosh
« UNIX

The first time you edit a file through TeamSite,
your browser will display a dialog box asking
whether or not you want to give permission to
run the LaunchPad applet. Click Yes.
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Security Warning

Do you want to install and run "CHTEMPYWYM7.tmp”
signed on 4/23/01 519 AM and distributed by

Interwoven, Inc,

Publisher athenticity veriied by VerSign Commercial
Software Publishers CA&

Caution: Intenwaven, Ine. asserts that this content is safe
“Vou should only install/view this content if you trust
Interwaven, Inc. to make that assertion,

SIGHED WITH PERMISSIONS
Full Permissions

™ Ahways bust content from Interwoven. Inc.

Yoo |[CTRS ] Meeinio |

The LaunchPad permission dialog box (Windows)

This applet is signed by:
Interwoven, TeamSite, Interwoven Inc.,Us

The Certificate Used to Sign the Applet is:

Issued by: Interwoven, Teamsite, Interwoven Inc., US
Serial Number: 2715

Expiration Date:  Sun Dec 31 00:00:00 PST 2000

Fingerprint:

Before running this applet, do
you trust this signature?

[ Always trust this signature

The LaunchPad permission dialog box (Macintosh)

If you click the “Always trust” check box, this
dialog box will not appear again.

Configuring the LaunchPad
Applet

When you edit, view, create, or import a file,
TeamSite will start LaunchPad. You do not
need to start LaunchPad manually unless you

are Configuring it.

LaunchPad has several options that allow you to

customize the way that you work. For

example, you will need to configure which file

types are associated with your editing

Chapter 2: Getting Started

applications. To configure file types for
Windows 95, 98, NT, or 2000 client
platforms, see page 8. To configure file types
for Macintosh or UNIX client platforms, see
page 10.

You can also configure whether you edit files
locally or remotely. You can choose to use
Direct Edit, where you edit files directly on the
server, or Remote Edit, which downloads files
to your computer where you can edit them,
then upload them to the server through
LaunchPad.

Configuring File Types for Windows 95,
98, NT, or 2000

Windows associates different applications with
different file types, so that when you double-
click on a file, it knows what application to use
to open it. You will only need to configure
LaunchPad preferences for file types if they are
different from your Windows preferences. For
example, you may have a particular graphics
editor set to open JPEG files in your Windows
preferences, and want to use the same graphics
editor to open JPEGs from TeamSite, as well.
In that case, you would not need to set
preferences for JPEGs in LaunchPad.

However, you may have a browser set to open
HTML files in your Windows preferences, but
you may want to use a text editor or a
WYSIWYG editor to open HTML files from
TeamSite. In that case, you would need to set
preferences for HTML files in LaunchPad.

TeamSite Author’s Guide



Configuring the LaunchPad Applet

Adding a New File Type

To add a new file type to your LaunchPad
preferences:

1. Select View > Configure LaunchPad. The
LaunchPad applet will appear as part of the

TeamSite window.

2. Click the File Types tab. A list of all file
types configured specifically for LaunchPad
will appear.

£ TeamSite LaunchPad - Microsoft Internet Explorer M=

General File Types ‘ Remote Setup |

Extension Add

Change
FiEiive

L T

4. Unless you are familiar with DDE settings
for your editing application, it is usually saf-
est to copy all necessary information from
an existing setting. Click the Copy From
button.

5. An Extensions window will appear. Scroll
down until you find an entry that uses the
editing application that you want to use.
Click the extension within that entry, then
click OK.

Ext [ Type [ DOE [ Command [=
™ Fiealieda Fie C\Real\Plaper\iealplay o %1

DS das Document C.\PROGRA™1\0PSESS1\0PVIEWER EXE "%1"

ot OpSession Fie "C\Program Files\0pS essiorkOpismer. sus' %1

s C\Program fles*Alacdin systems\Expander\Expanderene ..
b Encarta Encycloperia Yearbook Fil "€ \Program FilestMiciosolt Feference\Encata Encyciope:

pc Pal05 Appication C.\Progiam Files\Palminstapp. eve %1

wab WEE Fle " \Propram FilestOutock Expresswab.ave %1

oo Digial ID File "C:\Program Files'\Quback Express\wab.eve” fcerliicate %1

of Chamel Fe noltepad e %1

i Internet Documert Set “CAPROGRA™INNTERN™1\iesplore. exe' nohame msits.

chm Compled HTML fle T WIND DS thh e 1

mht Miciosalt MHTML Document 4.0 % "CAPROGRA™TMNTERN"\iewplore.sxe nohome

mhimi Miciosolt MHTML Document 4.0 4 "C\PROGRATYNTERN-1\espore e nohome

ul Internet Shortcut mndI32.exe shdocyw,di DperlJRL %1

WHT Miciosolt Neth esting Whiteboard Document C \Program FilestNetheeting \WBZ2 EXE" 21"

pox PCX Image Document C.\Promia T\ coess ™1 tmspainleve %1

s Outlook Express Nevs Message "C\PROGRAM FILES\OUTLOOK EXPRESS\MSIMM.EX

eml Outook Express Mail Message “CAPROGRAM FILESOUTLOOK EXPRESSMSIMN.EX,

ini Configuralion Seltings C UWINDOWS NOTERAD.EXE %1

bat Ms-D0S Batch File C.AWINDOWS \NOTEPAD.EXE %1 =l

2] Applet stated [ [ [T Localintranet v

LaunchPad applet preferences: File Types tab

3. Click the Add button. An empty File Asso-

ciation window will appear.

File Association =]
File Exersion |

Command line: Brawse.

DDE Message |

DDE Application |

DDE Tapic |

Copy From...
HETY  cancel

|waming: Applet Window

File Association window

Cancel

Extensions window

6. All the necessary information will be copied
into the File Type window. Edit the
Description of type and the Associated
extension boxes as necessary. The file
extension must begin with a period (for

example, .html, .jpg, .gif).

Note: You can only configure one
extension per entry. For example, although
you might want to use the same editor for
.htmand . html files, you would still need

to create two different entries.
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7. Click OK.

8. The new file type will appear in the File
Types window. Click OK.

Editing File Types

To Change the settings for an existing entry:

1. Select View > Configure LaunchPad. The
LaunchPad applet will appear as part of the

TeamSite window.

2. Click the File Types tab. A list of all file
types configured specifically for LaunchPad
will appear.

3. Select the file type you want to change.

General File Types ‘ Remote Setup |
Extension R
htnl
Change
Fiemove:
Done Cancel | —
5 ] _>l_I
#] Done [ [ 58 Cocalinranet 7

LaunchPad applet preferences: File Types tab

4. Click Change. The File Association window
containing the settings for that file type will

appear,

Chapter 2: Getting Started

File Extension [ et

Commandline  [CAPROGRA™TYWIND O'W~13ACCESS T wordpad eve "% 1" _Browse
DDE Message |

DDE Application |

DDE Topic [

Copy From
0K | Cancel
[Warming: Applet Windav

File Association window

5. From the File Association window, you can
change settings using the Copy From but-
ton, as described above, or you can edit
them manually. Click OK.

6. The edited file type will appear in the File
Types window. Click Done.

Configuring File Types for Macintosh or
UNIX

LaunchPad allows you to associate different
applications with different file extensions, so
that when you double-click on a file, it knows
what application to use to open it. For
example, if you plan to edit HTML files, you
will need to configure the . html or . htm file

type.

Adding a New File Type

To add a new type of file to your LaunchPad
preferences:

1. Select View > Configure LaunchPad. The
LaunchPad applet will appear as part of the

TeamSite window.

TeamSite Author’s Guide



Configuring the LaunchPad Applet

2. Click the File Types tab. A list of all file
types configured specifically for LaunchPad

will appear.
[] (@ TeamSite LaunchPad B
Genersl File Types | Remote Setup
Extension Add.

@ Applet Loaded

LaunchPad applet preferences: File Types tab

3. Click Add. An empty File Association win-

dow will appear.

=]

]

File Association

File Extension |

Command line [

|| Browse.. ]

File Type [

| Fina Example..]

Warning: Applet Window

Z

File Association window

4. Enter the file extension you want to config—
ure in the File Extension box. The file

extension must begin with a period (for

example, .html, .jpg, .gif).

Note: You can only configure one extension

per entry. For example, although you might

want to use the same editor for . htm and

.html files, you would still need to create

two different entries.

Click Browse. In the pop-up window,
browse to the location of the application you
want to use. Select the application and click

Choose.

. Click OK. The new file type will appear in

the File Types window.

Editing File Types

To Change the settings for an existing entry:

1.

Select View > Configure LaunchPad. The
LaunchPad applet will appear.

. Click the File Types tab. A list of all file

types configured specifically for LaunchPad

will appear.

(@ TeamSite LaunchPadl=——————— &

Genersl  File Types | pemote Setup

Extension
e

Done Cancel

2 fopetioates

LaunchPad applet preferences: File Types tab

3. Select the file type you want to Change and

click Change. The File Association dialog

box will appear.

1




‘m» INTERWOVEN

] File Association B

File Extension  [htmi ]

Command line |/Hard Drive/Applications (Mac 05 9)/Applications/SimpleText H Browsgm]

File Type [ﬁﬂ

| Fina Example..]

Warning: Applet Window %

File Association window

4. Click Browse. In the pop-up window,
browse to the location of the application you
want to use. Select the application and click

Choose.

5. Click OK. The edited file type will appear
in the File Types window.

Direct Edit: Saving Files Directly to the
Server

You can use this option if you are using
Windows and can access the TeamSite server on

your LAN, or if you are using UNIX. Direct

Edit is not recommended for Macintosh users. |

To use Direct Edit:

1. (Windows only)

Using Windows Explorer, map your
TeamSite server to a shared network drive.
In the Path field, type in the directory for

your main branch (for example,

\\SERVERNAME\IWSexrver\default\
main).

1.

Certain Macintosh applications are incompatible with
LaunchPad Direct Edit due to differences in the way they
handle file types. Text editors such as BBEdit and SimpleText
will usually work with Direct Edit for the Macintosh.

Chapter 2: Getting Started

Map Network Drive
o |
Cancsl

Dive:  [==21 |

Path [WAWEBSTERIWS ervertdefaulimain ¥

¥ {Reconnect at logori

Map Network Drive window

2. (All platforms)

From the TeamSite window, select View >
Configure LaunchPad. The LaunchPad
applet will appear.

3. Select the Remote Setup tab.

£ TeamSite LaunchPad - Microsoft Internet Explorer M=

General | File Types Remote Setup ‘

Map this local mount (e 'f:\defaultimain or Miwserveryivimain)

to this area on the TeamSite server (eg. defaul/main)

L T

2] Applet stated [ [ [T Localintranet v

The Remote Setup tab

4. Enter the local path in the Map this local

mount box.

For example (Windows client)
I:\branchpath\WORKAREA\workarea

name or (UNIX client)
//iwserver/iwmain/branchpath/

WORKAREA/workareaname).

12
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Configuring the LaunchPad Applet

5. Enter the TeamSite path in the “to this area

on the TeamSite server” box (for example,
/default/main/branch-
path/WORKAREA/workareaname).

Remote Edit: Editing Files on Your
Computer

All users can edit files remotely with
LaunchPad. You should use this option if you
are using a Macintosh, if you are using
Windows and cannot access the TeamSite
server through a LAN, or if you use multiple
TeamSite servers on a regular basis.

With Remote Edit, when you edit a file,
LaunchPad downloads a temporary copy of the
file to your local computer. LaunchPad then
opens the file in the editing application that you
have configured.

When you have finished editing the file, you
must tell LaunchPad to upload the temporary

copy to the TeamSite server.

Configuring Remote Edit Preferences

You can tell LaunchPad whether to remove or
keep the temporary copies of files that you have
edited when you upload these files. To set this

preference:

1. Select Edit > LaunchPad Setup. The
LaunchPad applet will appear.

2. Click the General tab. This tab allows you
to change the directory for TeamSite tempo-
rary files. However, if you change this direc-
tory, LaunchPad may not work properly.

¥ TeamSite - Netscape [_ 0[]
chocolate editor: ohris
[File =] [Edit =] [view = ezl IR 17
a | & A | ek Cho) A M| @
Back | Home | Refiesh |  TaDo |Workarea | ocisard| Compare | Getlatest| Submt | essign |View Fle | Edt Fie
General | File Types | Remote Setup |
Directary for local fle copies:
‘E\\WTemp
“Wwhat to do with the local files after uploaring them,
1% dlways ask whether or not to remove them
€ Bivays remove
 Always kesp
Done | Cancel
Logout
TEAMSITE

Setting preferences in the LaunchPad applet

3. Under What to do with the temporary
local files after uploading them, select the
option that best describes the behavior you

want.

If you select Always remove or Always
keep LaunchPad will not query you at the
time of upload. Always remove only
removes the temporary copies of files that
LaunchPad has downloaded from TeamSite.
It will not affect any other copies of the files
that you have on your computer. Always
keep leaves the temporary files on your
computer for further use. You may want to

use this option if you want to edit the files

13
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again after uploading them. If you use this
option, you will need to remove the files
manually at some point.

4. Click the Remote Setup tab and clear both
fields.

Using Remote Edit

To edit files on your local computer:

1. From the TeamSite window, select View >
Configure LaunchPad. The LaunchPad
applet will appear.

2. Select the Remote Setup tab.

3. Clear both fields.

Future edits will download a temporary copy of
the file to your computer and automatically
open it in the editing application that you have
configured LaunchPad to use. You will then
need to upload the file for your changes to
show up in TeamSite.

If you have closed a file or quit your editing

application, and you want to edit the file again:

1. Click the file name in the LaunchPad

window.
2. Click Edit.

3. The file will open in your editing applica-

tion.

Chapter 2: Getting Started

Using a Different Editing Application

You can also choose a different editing
application than the one you have set in your
LaunchPad Preferences:

1. Click the file name in the LaunchPad

window.
2. Click Edit With.

3. A browsing window will appear. Browse
your computer until you locate the editing
application that you want to use, and click

its name.

4. Click OK. The file will open in the applica-

tion that you have chosen.

Uploading Files
LaunchPad permits you to upload the files you

have edited to the TeamSite server whenever

you are connected to the TeamSite server.

A file that has been edited since it was last
uploaded will be displayed in the LaunchPad

window with a @ (Changed) icon. A file that
has not been edited, or that has been uploaded
since it was last edited, will be displayed with

an (Unchanged) icon.

TeamSite Author’s Guide



Logging Out of TeamSite

/A TeamSite LaunchPad - Microsoft Intemet Eaplorer

Name [ Path [ Area [ size [ Date
Hindex him Sefaultmamibr NGl 132K 050312001

Uplozd | Fremawe | e | oenen]
1] | ;l_l
7

@] Applet started [ %= Localintranet

Viewing local files through the LaunchPad applet

To upload files:
1. Save your changes.

2. In the TeamSite GUI, select View > List
Local Files and click the names of the files

you want to upload.
3. Click Upload.

4. A dialog box will appear asking if you want
to delete the copy of the files on your hard
disk. If you want to continue editing the
files, click Keep. If you are finished with the
files, click Remove. To cancel the operation
and close the dialog box, click Cancel.

5. TeamSite will upload the files you have just
edited to the TeamSite server.

If you are finished with the files that appear in
the LaunchPad window and do not want to

upload them, you can delete them from your
hard disk without uploading them first:

1. Click the file names in the LaunchPad

window.

2. Click the Remove button.

Logging Out of TeamSite

When you have finished your work and want to
log out of TeamSite, click the Logout button in
the lower left corner of the TeamSite window.

A confirmation dialog box will appear.

Microsoft Internet Explorer

@ Log out of WebDesk?
Cancel

Logout Coqﬁrmation window

Click OK. TeamSite will log you out and return
you to the login screen.

15
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Chapter 3

About the TeamSite GUI

TeamSite 5.0 allows Authors to access the
TeamSite GUI in two ways: WebDesk and
WebDesk Pro. WebDesk is the updated
interface for TeamSite, and it provides superior
ease of use and an updated look and feel.
WebDesk Pro is provided for users who are
familiar with earlier versions of TeamSite,
although these users are encouraged to switch
to WebDesk.

Most of this manual contains information about
WebDesk. For information about WebDesk
Pro, see Appendix B, “Using WebDesk Pro.”

WebDesk has two main views: the Tasks tab,
which displays information about jobs and
tasks, and the Files tab, which allows you to
navigate through TeamSite areas. In the Tasks
tab, you can learn about your jobs and tasks. To
view the details of an individual job or task,

click its underlined name.

You can move from the Tasks tab to the Files
tab by clicking the Files tab. TeamSite will
display a list of workareas that are available to
you, or of the Web site files within a workarea.

In the Files tab, the left-hand pane allows you
to navigate through your current view. The

right-hand pane will be updated as you navigate
through the system. The top of the screen
contains a Tool Bar that contains buttons and
menus that allow you to access all available
TeamSite commands. To return to your Task
list, click the Tasks tab.

Your Servername

3 Interwoven WebDesk - Microsoft Internet Explorer
WebDesk TR e
Tasks Files $ Refresh ) Losod 2 Help
Browse|v) (File  [v) (View [v) (_Submit ) Directory:

Your Username

Tool Bar

4251 Current Directory

+Navigation Pane

rFiles Pane

Apr 26,2001 11:41:04 PM chris ;K

File Actions

View Indicator

| Al | o

View: All Directories: 11 Fes: 4 Page: 1 <<Previous Next »>

WebDesk, displaying a workarea in the Files tab
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Using the TeamSite Tasks Tab

The TeamSite Tasks tab allows you to track
your current tasks, get information about a
task, see what files make up a task, and add

comments to a task. To see your tasks, click the
Tasks tab.

33 Interwoven WebDesk - Microsoft Internet Explorer 1ol

e S & FRetresh ) Lomot 2 Heb
@q

=TT ——
Tesk Dostson: vk 2] b Do [t
——-— Yok Corer: [t
B b e mploens
. s [
A Task list

To go to the Files tab, click the Files tab.

For more information about the functionality
available in the Tasks view, see Chapter 5,
“Managing Tasks.”

Chapter 3: About the TeamSite GUI

Using the TeamSite Files Tab

The right—hand side of the TeamSite window
contains a list of files and directories. The left-
hand side helps you to navigate.

To see a list of your available workareas, select
Browse > Workareas. When you click the
name of a workarea, you will be taken to the
Directory view of that workarea. To see which
view you are currently in, look at the blue bar

at the top of the navigation pane.

7J Interwoven WebDesk - Microsoft Intemnet Explorer H[=1 B3
WebDesk Server.chocolate.example.com  Liserchris W,
Tasks Files b Refresh Y Logout 2 Help ’J
ﬂ) File [+ | ~|=) (_Submit ) Diectory: 1 &1 (__ AddtoFavorites )
m
(7 ghout Apr 26,2001 43333 PM  chris
A I iefautminvbrt l' (3 careers Apr 26,2001 11:38:55 PM chris
chris. ™| (3 contact Apr 28, 2001 10:58:41 P chris
- andre M Oint Apr 25,2001 11:02:34 AM chris
b H sgefautimainiona I (Jssles Bpr 26, 2001 8:37.02PW | chris
[ [ indexhiml | apr 25,2001 11:02:33 AM chris Edit
(8 logo ait #pr 26,2001 11:41:04 PM chris Edit
‘ | i | o
View: Al Directories: 1 Files: 4 Page: 1 <= Previous Next =»

Choosing a workarea

To see the contents of a workarea, directory,
or file, click its name or icon (files will display
in a new browser window). To perform any
other operation on a file or directory, click one
of the links next to the file or directory, or
select the check box next to the file or
directory’s name, then select the action you

want to perform from one of the buttons or

18
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Using the TeamSite Files Tab

menus in the Tool Bar. To go to a list of
recently viewed directories, select Browse >

Recent.

You can filter your view to see only modified
or locked files, or files that you are currently
editing. To filter your view, select one of the
options in the View menu. To see whether
your view is filtered, look at the indicator at the
bottom of the page.

In a workarea, files and directories may be
displayed with several different icons. Each
icon contains information about that file or
directory’s status. See “TeamSite Icon
Reference” on page 43 for a complete list of
TeamSite icons.

You may sometimes need to refresh WebDesk
to see changes that have been made. To do this,
click the Refresh button in the Button Bar.

To return to your Task list, click the Tasks tab.

/J Interwoven WebDesk - Micrasoft Intemet Explorer [_[O]x]
WebDesk Serverchocolate.examplecom  Ussrchris >
Tasks. Files O Befresh b Logowt B teh 8
(Browse|v) (File |v) (View |v) (_Submit ) Directory =] (__AddtoFavortes
rocerm— R e s ot |
N (s taultmainbrd MVORKARES s I (gakout Apr 26,2001 4:33:33PM  chris —
B ghout ™ (Jcareers Apr 26, 2001 11:38:55 PM chiis
b careers T [ contact Apr 26, 2001 10:58:41 PM chris
b contact I (info Apr 25,2001 11:02:34 AM chris
DJ% I Csales Apr 26, 2001 6:37:02PM | chris
b saies [ [ indexhiml | apr 25,2001 11:02:33 &M chris Ecit
r E@,Iﬂm Apr 26,2001 11:41:04 PM chris Ecit
™| [P lowopsd Apr 25,2001 11:02:33 AM chris Edit
< | b al I =N
Viewe Al Directories: 11 Files: 4 Page: 1 == Previous Mext =»

A workarea containing modified, locked, and private files

Setting Favorites

TeamSite allows you to keep a collection of
frequently visited directories as a shortcut to
navigating the directory structure of your Web
site. To add a directory to this list:

1. In the TeamSite GUI, navigate to the
location that you want to add to your
Favorites list.

2. Click the Add to Favorites button in the
Tool Bar. The current directory will be

added to the list.

To view your Favorites list, select Browse >
Favorites. Your Favorites list will appear in the

Navigation pane.

To remove a directory from your Favorites list,
go into that directory and click Remove from

Favorites.
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TeamSite GUI Elements The SmartContext Editing Tab

When you click the name of a file in the

The Tool Bar TeamSite GUI, the file will appear in a new

The Tool Bar is part of the Files tab, and it
contains several buttons and menus that allow

you to use TeamSite functions.

7J Interwoven WebDesk - Microsoft Intemnet Explorer H[=1 B3
WebDesk Sarverchocolatoexanplocom  Losrichris oy
Tasks Files b Befresh by Lonout by Help )"

(Browse|v) (File  |v) (View |v) (_ Submit ) Directory: / ®1 (___AddioFavorites )

WebDesk Tool Bar

The Tool Bar contains three drop-down
menus: Browse, File, and View. The Browse
menu allows you to control which items appear
in the left-hand pane. The View menu lets yo
control which items appear in the right-hand
pane. The File menu allows you to perform

actions on files and directories.

The Tool Bar also contains several buttons.
These buttons allow you to submit files for
approval, refresh the screen, log out, access
online help, and add your current directory to a
list of favorites. You can also find information

about your current directory in the Tool Bar.

browser window containing the TeamSite
SmartContext Editing (SCE) tab. This tab
displays information about the current status of
the file shown in the browser window. The

buttons on this tab allow you to edit the current

page.

¥ hitp: // webster1080/iw-m._.urceurl-http%34// webster - Netscape
Fle Edt View Go G

7 bel foued Reload  Home  Seach Metscspe Pt Secuiy  Slop BE
] " Bookmatks s Location: il /chocalste fm-movnt/defaulmain/cb A/ ORKAREA w1 e il B

a © i ™ E3
Mesw Record Preferences Subrmit
Edit | Uploadt | Assign |

ea in the same manner that you would

ked server. Using the file system interface,

you can add or replace files (using drag and drop if your file system is represented graphically, as
it is in Windows 95 or MacOS), rename them, edit them, and create new files or directories

Onse you have accessed the TeamSite server, you will need to loate your workarea. The fle
system structure of the branch shown on page 7 is shown below

iwserver

default

main

WORKAREA | [STAGING| |EDTION dev

landre INITIAL 'WORKAREA | |STAGING| | EDITION

ed 0001 INITIAL

andre| [pat | chris

Sample TeamSite file qysiem struciure
= == [Document: Done

A browser window with the SmartContext Editing tab

The SmartContext Editing tab contains an icon
and an indicator which tell you about the file’s
status. The icon tells you whether the file has
been modified or locked. The indicator tells

you whether or not you can edit the file.
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TeamSite GUI Elements

Indicator
2l _lx
Mew Record Preferences Sulbmit ICOﬂ
Eclit Uplosd Azsign
The SmartContext Editing tab
Indicator |Status
Black You cannot modify this file; it is

locked or you do not have
permission.

Green You can rnodify this file.

Yellow You can modify this file, but a
newer version is in the staging
area.

Red You can modify this file, but it is in
conflict with the staging area.

To learn more about the file’s status, move
your mouse arrow over the icon. A ToolTip

will appear with more detailed information.

The SmartContext Editing tab contains several
buttons. You can configure which buttons
appear through the Preferences button. For
more information about configuring the
SmartContext Editing tab, see “Setting Tab

Preferences” on page 22.

Minimizing the SmartContext Editing Tab

If you don’t need to use the SmartContext
Editing tab, you can minimize it to reduce its
size and loading time. To minimize the
SmartContext Editing tab, open the tab and

click the E (Minimize) button. The
minimized version of the tab will replace the
full version of the tab.

¥ hitp: // webster1080/iw-m._.urceurl-http%34// webster - Netscape |

Fie Edt View Go C Help
7 bel foued Reload  Home  Seach Metscspe Pt Secuiy  Slop BE
7 Bookmatks i Locstion: [F4A0AH =rBya JuME 38/ vebste =]

Qe gavigate through the file system in your worlarea in the same manner that you would
*1 TeamsSite: in Jany website file system on a networked server. Using the fle system interface,
@ 4 (2[5 Z}eplace files (using drag and drop if your file system is represented graphically, as

it is i Windows 5 or MacOS), rename them, edit them, and create new files or directories

Onse you have accessed the TeamSite server, you will need to loate your workarea. The fle
system structure of the branch shown on page 7 is shown below

iwserver
default

main

WORKAREA | |STAGING| |EDITION dev
landre INITIAL 'WORKAREA | | STAGING| | EDITION
andre| |pat| | chris ed 0001/ INITIAL

Sample TeamSite file qysiem struciure
= =P=| [Dacument: Done

A browser window with the minimized SmartContext Editing tab

To reopen the SmartContext Editing tab, click

the @ (Maximize) button on the minimized
tab.

Closing the SmartContext Editing Tab
To close the SmartContext Editing tab, click

the (Close) button on the tab. To get it

back, click the Back button in your browser, or
return to the TeamSite GUI and click the name
of afile.
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Moving the SmartContext Editing Tab

To move the SmartContext Editing tab, click on
the blue title bar and drag it up or down the left
side of the page.

SmartContext Editing and LaunchPad

When you are using SmartContext Editing, if
you have LaunchPad set to use Remote Edit,
you should configure your LaunchPad to
Always Remove uploaded files (see page 14).
If you do not set this option, the LaunchPad
window will rapidly fill up with the files that
you edit, and they will not be automatically
removed. You can, however, remove these files

manually,

Setting Tab Preferences
You can configure which buttons appear in the

SmartContext Editing tab. To choose which
buttons appear:

1. Click the Preferences button in the
SmartContext Editing tab. The Preferences

window will appear.

[ | Details [ TeamSte | Frameset [T View 7 | Preferences ™ New File

= submit ¥ images W visualDitf | [F Edit W Crecklinks [T Task

7 | Uplosd [ Assign

(__OK ) (_Cancel

The SmartContext Editing Preferences window

Chapter 3: About the TeamSite GUI

2. Click the check boxes for the buttons you
want to appear on the tab. Unavailable
selections will be grayed out. Certain
options such as Assign, Upload, Submit,
Edit, and Preferences are always available.

The Casual Contributor Interface

The Casual Contributor interface allows you to
click on links in Web pages that will take you to
a specific part of the TeamSite GUI. Possible

actions are:
* Edit—opens a file for editing.

* SCE—opens a file in a browser for use with

SmartContext Editing.

If you have logged in to TeamSite recently
enough that your authentication has not
expired, you will be taken directly to the
appropriate page or part of the TeamSite GUI.
Otherwise, you will have to log in again. If you
are using WebDesk, you will then be taken to
the appropriate part of the TeamSite GUI. If
you are using WebDesk Pro, you will be taken
to your Home page. The amount of time you
have before your authentication expires is

Configurable by your site administrator.

The appearance and placement of these links is
configured on a site by site basis. Consult your

site administrator for more information.
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Chapter 4

Editing Files

You can edit files in your Task list, or you can
navigate into an Editor’s workarea to edit files.
A new task will be created if you edit a file that

is not already in one of your tasks.! When you
complete this task, the file will be returned to

the owner of the workarea for approval.

TeamSite allows you to edit files from the
TeamSite GUI in two ways: through
SmartContext Editing, where you browse the
Web site and edit pages as you view them, or
through the main TeamSite GUI, where you
browse the directory structure of the Web site
and edit individual files.

Note: Before you create or edit files with
TeamSite, you must set up LaunchPad
on your computer. To set up
LaunchPad for your platform, select
View > Configure LaunchPad, or see

page 7.

. This describes the default workflow for Authors. Your system
may be configured to allow a different workflow process. For
more information on workflow and tasks, see page 14 and

page 29.

Using SmartContext Editing

Editing Files Through SmartContext
Editing

1. To edit a file using SmartContext Editing,

click the name of a file in the Work Window

or a Task Details window in the TeamSite
GUI. The file will open in a new browser
window containing the SmartContext
Editing Tab.

2. Navigate through the Web site by clicking
links until you reach the page you want to
edit.

3 hp: //webster:1080/iw-m.__urceurl=http%3A// webster - Netscape
Fle Edt View Go C Help

Fomward Reload Home Seaich  Netscape  Print

e

7 Boskmaks i Lacation [t /Fchocalate/immauntdefauldmaindcb AW ORKAREA/c el himl |

Secully  Stop ]

O 2l
New Record Preferences Submit

it | Uplose

ea in the same manner that you would
ed server. Using the file system interface,

you can add or replace files (using drag and drop ff your file system is represented graphically, as
it is in Windows 95 or MacQ$5), rename them, edit them, and create new files or directories.

| assion

Onee you have accessed the TeamSite server, you will need to locate your wotkarea. The file
system structure of the branch shown on page 7 is shown below.

wserver
default
main
WORKAREA | |STAGING| | EDITION dev

andre INITIAL 'WORKAREA | |STAGING| | EDITION

ed 0001 || INITIAL

andre| [pat] | chris

Sarple TearmSita file systam struciure
& ==

| Document: Done

A browser window with the SmartContext Editing tab
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3. Click the Edit button on the tab. The file
will open in your editing application.

4. Edit the file as you normally would. Save the
file when you are finished editing it.

5. To see the changes you made, return to the
SmartContext Editing window and click the
Upload button on the pulled-out tab. Your
changes will be uploaded at this time.

Checking Links with SmartContext
Editing
To check links in your current page:

1. If the Check Links button does not appear
in the SmartContext tab, use the
Preferences button to add it (see “Setting
Tab Preferences” on page 22).

2. Click the Check Links button. The Links

window will appear.

J Links in /default/main/wWORKAREA/homer/tests/html/links. html - Microsoft Internet Explorer [HI[E] E3

|»

1. @ link ity fasseyahon com
2. @ ink bt e dortexistatal neti
3. @ dnk  hitp:Merwew.google.com/
4

@ fink  ftpctp mozile.org/oub wektools bugzila-LATEST tar gz

(_Close

The Links window

Editing Files

3. This window shows the status of the links
that appear on the current page:

Green The link works.
Red The link is broken.
Yellow | The link can’t be validated as either

correct or broken by this link
checker.

Editing Images with SmartContext
Editing
To edit the images that appear in a page:

1. If the Images button does not appear in the
SmartContext tab, use the Preferences
button to add it (see “Setting Tab

Preferences” on page 22).

2. Click the Images button on the tab. An
Images window will appear, containing all

the images that appear on the page.

J Images in /default/main/WORKAREA/homer/tests/html... =]

2 images in links.htrl

1) catt.jpg

2) cat2jpg

(_Close. )

The Images window
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3. In the Images window, click the image you
want to edit. A new window will appear,
displaying the image and the SmartContext
Editing tab.

4. Edit the file using SmartContext Editing
(see page 23). Save the file when you are
finished editing it.

SmartContext Editing and Framesets

If you are editing a frame-based page, a
SmartContext Editing tab will appear in each
frame so that you can select which file to edit.
However, you can also edit the frameset file
itself.

To edit a frame-based page’s frameset file:

1. If the Frameset button does not appear in
the SmartContext tab, use the Preferences
button to add it (see “Setting Tab
Preferences” on page 22).

2. Click the Frameset button on the tab. The
Frames and Framesets window will appear
with a list of the frameset file and all the files
it contains. Frameset files are marked with

an FS; files contained within the frameset

ItetautimainAWORICAREA Momeritiemasimoe i
menu x

title
fmaini

es
214 bytes

homer
Feb 25, 2001 4:47:34 PM
o

Feb 25, 2001 4:47:34 P
v

PP

ichocolste/detaut inein MORK AREA. homer

homer
Apr 26, 2001 6:08:33 PM
Locked by launching edit

| o]
i

The Frames and Framesets window

* To get information about any of the files

listed, click its name.

e To edit one of the files, click its name, then
click Edit.

¢ To submit one of the files, click its name,
then click Submit.

* To view one of the files in its editing
application, click its name, then click View.

* To upload one of the files you have edited to
TeamSite, click its name, then click
Upload. This will do the same thing as the
Upload button in LaunchPad (see page 14).

Editing Files Through the
TeamSite GUI

To edit a file through the main TeamSite GUI
using your default editing application:

are marked with an F.

1. In the TeamSite GUI, navigate to the
directory containing the file you want to
edit.
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2. Click the Edit link next to the file. Editing Files With an Alternate
Application

or

Click the check box next to that file and To edita file using an alternate editing

select Edit > Edit File. application:

If you are using LaunchPad’s Direct Edit Macintosh and Windows users only:

feature (see page 12), changes will appear
1. Navigate to the directory containing the file
on the server as soon as you save them. If

you want to edit. Click the check box next

ou are using Remote Edit (see page 14), a
Y & (see page 14) to that file.

temporary version of the file will be
downloaded to your computer, and its name 2. Select Edit > Edit With.

will appear. in the LaunchPad window. An Open With window will appear. Select
Changes will not appear until you upload

he editi licati f
the files from LaunchPad. the e 1t1ng app 1cation you want to use from

the list displayed.
3. The file will open in your editing applica-

Dpen With =]

tion. Edit the file as you normaiiy would. If

Click the program you want ta use t open the file ‘ndex il
IF the program you want s not in the st click Dther

you are using Remote Edit, you will need to

Chose the program pou waint to use:

upload the file from LaunchPad after you E
have saved it. "
=

The Open With window

If you cannot find the application you want
to use, click the Other button and navigate
to the location of the editing application.
Click Open.
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Viewing Your Work

Open With...

Lock i |3 Pragrem - =1

Defauls (3 SpellChk. B lekback exe

DyrForts FENETSCAPE EXE

FullSaft [P nshind exe

Java B NSimport 32 eve

NetHelp Frsnotily.exe

nls [ nnshind exe

Plugins BE sendioizene
File pame: [ Dpen |
Files of ype:  [Frograms | Cancel

Locating an editing application

3. The file will open in your editing applica-
tion. Edit the file as you normally would. If
you are not using Direct Edit, you will need
to upload the file from LaunchPad after you
have saved it.

Viewing Your Work

To view a file within the context of the Web
site, click its underlined filename within a
workarea, staging area, or edition. The file will
appear in a new browser window. You may
need to refresh your browser to see changes
immediately.

To view your work in context, you may want
to view the main page and navigate through the
Web site as a visitor would.

To see the end of the page’s URL (for example,
if you want to see the name of the displayed
file), click the browser’s Location text box,
then press the End key. To return to the
beginning of the URL, press the Home key.
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Chapter 5

Managing Tasks

Viewing Your Task List Performing Tasks

To see your pending tasks, click the Tasks tab.
TeamSite will show you all the tasks that are
assigned to you.

33 Interwoven WebDesk - Microsoft Internet Explorer

WebDesk
Tasks Files O Rered

Apr 25,2001
Apr 23,2001

Apr 23, 2001

Task Detals Task Files. Task Comments

Task Deseription: ok Review =] oo Descrition: [tempiatesistatntranstiwestheridstatv Tl -]

Task Marme: [Review Task Owner: |examplechris
Warkarea iewt Jab Creatar: |examplechris
Task ID: 772 Job i 771

A To Do list

The Tasks tab contains three sub-tabs: Task
Details, Task Files, and Task Comments.
These sub-tabs allow you to get further
information on tasks (see “Viewing Task
Information” on page 31), edit and view task
files (see “Editing Task Files” on page 30), or
add comments to tasks (see “Adding Comments

to Tasks” on page 35).

TeamSite workflow includes many kinds of
tasks. Tasks may require you to add files to the
task, edit files or set metadata, or they may be
performed by external programs that require
no user input. Some tasks may require review
and approval or rejection (these tasks are often

marked as read—only).
To perform a task:

1. Go to the Tasks tab. Click the description of

the task you want to perform. The task will
be highlighted in blue.

2. Click the Task Files sub-tab to see the files
attached to the task.

3. The actions you can perform depend on

what type of task it is.

If it is an approval task, you will probably
need to look at the files attached to the task
(see “Approving Tasks” on page 35).

If it is an assignment, you may need to edit
files attached to the task (see “Editing Task
Files” on page 30).
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Some types of tasks are automated. If the Adding Comments to Task Files
Start action appears, click it to start the At any point in a task, you can add information

task. Refresh the window to see the new in the form of comments on the files contained

status. in the task. These comments may convey
You may also be able to add and remove files information to other users involved with the
(see “Adding and Removing Files from job, such as content contributors or approvers.

Tasks” 31 dadd t
asks” on page 31), and add comments to 1. Go to the Tasks tab. Click the description of

tasks (see “Adding Comments to Tasks” on
the task you want to add a comment to.

page 35).
2. Click the Task Files sub-tab.

Editing TaSk Files 3. Click Comments in the Actions column of

the file you want to add a comment to. The
To edit a file in a task: Add File Comment window will appear.

1. Go to the Tasks tab. Click the description of
. .
the task whose files you want to edit.

added the newy sections interveovenichris May 7, 2001 12:36:43 P ;I
2. Click the Task Files sub-tab to see the files
attached to the task.

E
3. Click Edit in the Actions column of the file rasted somazt 1te =
you want to edit. You can only edit task files =

Add Comment ) (_Close )

when the Edit action is available.

. . .. . The Add File Comment window
For more information on editing files, see

page 25.

4. Enter a comment in the New File Comment
text area.

5. Click Add Comment.

6. When you are finished adding comments,
click Close.
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Viewing Task Information

Viewing Task Information Adding and Removing Files
from Tasks

To view task information:

1. Go to the Tasks tab. Click the description of Adding a New File to a Task

the task you want to add a file to. You can only add new files to a task when the
New File button is available in the Task Fil
2. Click the Task Details sub-tab to see infor- eb“; ; ¢ v ask Tles
sub-tab.
mation about the task, such as the tasks’s
description, name, owner, ID, and what To add a new file to a task:

workarea it’s taking place in. You can also
1. Go to the Tasks tab. Click the description of

view information about the job the task is a
the task you want to add a file to.

part of, such as its description, creator, and

ID. 2. Click the Task Files sub-tab to see the files

already attached to the task.

33 Interwoven WebDesk - Microsoft Internet Explorer

WebDesk

3. Click New File. The Add New File window
will appear.

Apr 23,2001 high | Assignes

Apr 23, 2001 meclum | Assigne

£ Interwoven WebDesk: Add New File - Microsoft Internet Esplorer = B
cvermeemne ]
[ Jowt = ]

) notes  _llocsle
Careers  loews

Tosk Detais Task Fies Task Comments | company ] partners
Task Deseription: fork Review =] 4ob Deseription: [tenpitedataintranetiweatheratam 1 = || oustomers | products

| developer ] pteam
Clevents  (services
|1 help L templatedsta

& - Fie: fictes: tm] ] (
Task Nare: Feviow Task Owner: exampleiriis

19
§2

Warkarea iewt Jab Creatar: |examplechris

Task ID: 772 Job i 771

Add New File window
The Task Details window

4. Use this window to navigate to the directory

where you want to put the file.
5. Enter the name of the file.

6. Click OK.

The file will be added to the task, and it will
open in your editing application. For more

information about editing files, see page 25.
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Adding Existing Files to a Task

You can only add new files to a task when the
Attach File button is available in the Task Files
sub-tab.

To add an existing file to a task:

1. Go to the Tasks tab. Click the description of
the task you want to add a file to.

2. Click the Task Files sub-tab to see the files
already attached to the task.

3. Click Attach Files. The Attach Files win-

dow will appear.

I

I _notes _llocale B

|_Jcareers _lpews 5 wshtmi

|l compeny _] pariners 3 indes.rtm

|1 customers ] products

I developer (] pleam

Clevents  _services

|1 help [ tempiatedsta

4l | 3

File: [ ] ok
Cancel

Attach Files window

4. Use this window to locate the file you want
to attach.

5. Click the name of the file.

6. Click OK.

The file will be added to the task.

Managing Tasks

Removing Files from Tasks

To remove a file from a task:

1.

Go to the Tasks tab. Click the description of
the task.

. Click the Task Files sub-tab to see the files

attached to the task.

. Click Detach in the Actions column of the

file you want to remove from the task. You
can only detach task files when the Detach

action is available.

. A confirmation box will appear; click OK.

. The file will be removed from the task.
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Viewing Task Changes

To view the changes that have been made to a
task:

1. Go to the Tasks tab. Click the description of
the task whose changes you want to view.

2. Click the Task Files sub-tab.

3. Click List Changes. The Task File List

Changes window will appear.

This window contains a list of all current
task files, with information about whether
they have been modified or not. It also

contains a list of actions you can perform on

each file.

7 Interwoven WebDesk: Task File List Changes - Microsoft Intemet Eaplorer M= B

T T

® ingescstm NEWER Source » Detsils » Update L

dt > Visu

8 tempietodatrinternetivachiidaaiiss SAME FILE ot » Visual » Source » Details

dt » Visu

& temstetecteteartrenetnvecther izt | SAME FILE Source » Detsils

(_Close )

Task File List Changes window

Visual Comparison of Task Files

To see the current version of a file in a task side
by side with the most recently approved version
of that file (the version in the staging area),
click Visual next to the file in the Task File List
Changes window. The two versions will appear
side by side, displayed in the context of the
Web site.

The Scottish Fold Cat

: Elln E
=)

The File Visual Compare window
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Source Comparison of Task Files

To see the current version of a file in a task side

by side with the version in the staging area,
click Source next to the file in the Task File List
Changes window. The two versions will appear

side by side, displayed as source (for example,

HTML).

4 TeamSite Source Diff
Fie Edt Go View Options

[-[c]x]

warkarea chris: about himl
revision: imainfersonalioptionallockingtesya+ chris

STAGING: about htm|
revigion: fmainfpersonalil andre

<BODY link="§151bad" bycolor="jeeesee’>
<hz>Exanple dot coms</hZ»

At Exauple.com we are proud to supply the
<hr>

<a href="fountainl. jpg"><ing sre="snallfoul

Ue offer a wide range of exanples:
<ul>

<li>Technical examples

<1i> Nontechnical examples

<li> SGML exauples

<1i>MML examples

</ul>

| HTHL: || <ML 1=
<HEAD> <HEAD>

<TITLE>About Exanple,con <TITLE>About Exauple.con

</TITLE> </TITLE»

</HEAD> </HEAD>

<BODY link="#151b&d" bgrolor="#ecezee’>
<hz>Exauple dot coms/hZ>

At Exauple.con we are proud to supply th
<hr>

<a href="fountainl, jpg™><ing sre="smallfe

Ue offer a wide range of examples:
<ul>

<li>Technical exauples

<1i> Nontechnical exanples

<li> SGML examples

<1i>MML exanples

</ul>

« 5

o

ki)
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[VORKARE A/ STAGNG
e v = [F - =
Macifiect b Wackfect | fat
Size: | 33634 Bytes Size: | 33567 Bytes
Crestor: | iterwovenichris Creator: | nterwoverichris
Creation Date: | Apr 23, 2001 30219 P Creation Date: | Apr 23,2001 3:0219PM

Writesbie: | true
Owner. | interwovenichris
Macltication Date: | Apr 23, 2001 31341 P

Grou 00

Wirteakle: | faice
Ouimer: | interwaovenichris
Mocification Date: | Apr 23,2001 1:12:54 PM

a Group: | S-1-0-0
Permissions: | nterwavenichris=Ful Cartal, Permissions: | —
EXAMPLE webprojectoroup =Ful

rel

Are:
A
Areaper

ris=Full Cortrol,
EXAMPLE webprojsstoroup =Ful

Workflow Job (D} | 750

Workflow Job Owner.  interwavenichris
Workfiow Task (D) | 752

Wiarkilow Task Owner. | interwovenichriz

Workflow Job (ID). | —
Warkflow Job O

orkflow Task (D) | —
Warkflow Task Owner. | -

— | |
(Ciosa)

The File Details Compare window

Replacing a File with the Version in the
Staging Area

Prev Difference | Mext Difference

Unresolved conflicting change. Na recommendation

[=F [Orsioned Java Epplet Window

The File Source Compare window

Comparing Details of Task Files

To see the file information about the current
version of a file in a task side by side with the
information about the version in the staging
area, click Details next to the file in the Task
File List Changes window. The two sets of

information will appear side by side.

For more information about file details, see
“Viewing File Information” on page 40.

The version of a file that you are editing may be
newer or older than the version in the staging
arca. In either case, you can replace the version
that you are working on with the version in the
staging area.

Note: If your version is newer, and you
choose to replace it, your changes will
be lost.

To replace a file with the version in the staging
area:

1. Click Update next to that file in the Task
File List Changes window.

2. A confirmation dialog box will ask you if
you want to make this change. Click OK.

3. The file will be overwritten with the version

from the staging area.
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Adding Comments to Tasks

A d d i n g c omm ent S to Ta S kS T r—y———

WebDesk

Tasks Files & 2 el V)
o _ . @mm
At any point in a task, you can add information
in the form of comments. These comments

may convey information to other users involved

with the job, such as content contributors or

approvers. —
Completed email natiication NA apr 23,2001 45200 ]
To add a comment to a task: ‘
- |

Add Comment

1. Go to the Tasks tab. Click the description of j
the task. =

2. Click the Task Comments sub-tab to see The new comment, added to the task.
the comments already attached to the task.

3. Enter a comment in the Add Comment ApprOVing TaSkS

text area.

Approval tasks require you to review the files,
and then approve or reject them. To view a task
WebDesk SRR SLO I B |

Tasks Files Q) Refresh ) locot P Heb Ad

file, click its description. To approve or reject
S — e T

o o | vz oation | | s the task, select the appropriate successor
User | interwowenichris Apr 23,2001 - Assigned ) Finish
User  interwovenichris Apr 23,2001 - Assigned  Finish

option (see “Completing Tasks” on page 36).
Confirmation of your choice will appear in the
TeamSite window.

. 5
EeT——

Task Details Task Files. Task Comments

.
Completect ema nctfcaion m sprzs, o0 s1szem | 2
Add Comment.

‘cwme\eu equested madlfcations | j

Adding a task comment

4. Click Add Comment.

5. The comment will appear in the list of com-
ments.
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Completing Tasks

When you have completed a task, select a
transition to move the job along the workflow
process.

To select a transition:
1. Go to the Tasks tab.

2. Click Finish in the Actions column for the
task you want to finish.

3. A Task Transition window will appear.

(oK) (Cancel)

A Task Transition window

4. Select the transition that best describes what
you want to do (for example, approval tasks
often have the options Approve and
Reject).

5. Enter a comment in the Comment area.

6. Click OK. The job will now move on to the

next task.

Some tasks may be retrieved after you have
selected a transition (this is only possible if the
next task has not been activated). If you want to

take a task back, go to your Task list and

Managing Tasks

click Restart in the Actions column for the task
you want to take back (if available). If this
action is not available, then this task cannot be

retrieved.

Taking Ownership of Tasks

You can only take ownership of group tasks,
which are created without a specific owner.
These tasks will say <no user> in the Owner

column of the Job History window.

To take ownership of a task:
1. Go to the Tasks tab.

2. Click Take in the Actions column for the
task you want to take ownership of. If this
action is not available, you cannot take own-

ership of the task.
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Chapter 6

Managing Files

This chapter explains how to:

Create new files (page 37)

Create new directories (page 38)

Import files into your workarea (page 38)
Move files (page 39)

Copy files (page 39)

View file information (page 40)

Creating New Files

You can only create new files in directories

where you have write permissions.

Before you create or edit files with TeamSite,

you must install and configure TeamSite’s

helper application, LaunchPad (see page 7).

To create a new file in a workarea where you

have access:

1.

Go into a workarea by clicking its name.
Within the workarea, navigate to the

directory where you want to place the new

file.

. Select File > New File. The New File dialog

box will appear.

lew File Templates:
AFile Templates ;I
2] plain Fils
b LImMsSword
|
Neww File Naime: |mdex.htm\
(Create) (_Close )

The New File window

3. Select the type of template you want to use,

then select the specific template that you
want to use. If you do not want to use a
template, select Plain File.

. In the New File Name box, enter the name

of the file you want to create. You will need
to include the suffix (that is, file-
name .html). Do not use the following

characters in filenames:
NSk 2" s

If a file with the same name exists in another
workarea and is locked, you will not be able
to create the file. If a file with this name
exists in the staging area, you will be asked

whether you want to create a new file or
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bring a copy of the file in the staging area 4. Type the name of the directory you want to
into your workarea. Follow the directions in create. Do not use the following characters

the dialog boxes that appear. in directory names:

. % > M
5. Click Create. Vo ) <>

Click OK. An empty directory will be
created.

The file will open in the application 5.
associated with its file extension. If you are

using Direct Edit (see page 12), changes will

be saved to the TeamSite server when you

Importing Files into Your
Workarea

save the file. If you are using Remote Edit
(see page 14), its name will appear in
LaunchPad, and you must upload it after

you have saved it. TeamSite lets you import files residing on your

hard drive into the TeamSite system. You need
to have LaunchPad (see “About LaunchPad” on
Creating New Directories page 7) to import files.

You can only create directories inside To import a file using the LaunchPad applet:

directories where you have write permissions.
1. Select File > Import.
To create a new directory in a workarea where _ o
2. The LaunchPad applet will open within the
you have access: ) ]
TeamSite window.

1. Go into the workarea: select Browse >

. 3. Use the Name navigation box to browse to
Workareas to see a list of all the workareas he location of gf'l hard dei
. the location of your tiles on your hard drive.
where you have access. Click the name of y b
the workarea where you want to create the 4. Select the file you want to import and click

directory.

. Within the workarea, navigate to where you
want to place the new directory. When you
are in a workarea, the New Directory com-

mand will appear in the File menu.

. Select File > New Directory. A dialog box
will appear, asking you to enter the name of
the new directory.

Add. The selected file will appear in the list
at the bottom of the window. Continue add-
ing files until you are finished.
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Moving Files

Hame = i
Graphics.
k]
2 news.htmi
2 supporthtmi o _Addal
Path  [CiDocumentsiweb
File Path
FEove
'3 CADocumentsweblabout bt [nses |
3 GADocumentsiwe blinto htrrl FemoveAl
g
Cancel | _|
L T
] Done [ [ [T Localintranet v
Importing Files

5. When you are finished adding files, click
Import. Your files will be imported to the
TeamSite server.

Moving Files
To move a file from one directory to another:

1. Select the check box next to the name of the

file that you want to move.
2. Select File > Move.

3. A dialog box will appear asking you for the
new name or path. Type the full path of the
directory where you want the file to be
moved to. Be sure to include the file name
in the path. You can use an absolute path
(rooted in the workarea’s root directory) or
arelative path, and you can change the name

of the file.

/htdocs/products/index.html
would specify an absolute path.

products/index.html would specify a
relative path.

../support/index.html would specify

a relative path.

4. The file will appear in the new location with

a ﬂ (Modified) icon.

The version history of the file will keep track of
the change in location—older versions of the
file will not be lost.

Copying Files
To copy a file from one directory to another:

1. Select the check box next to the name of the
file that you want to copy.

2. Select File > Copy.

3. A dialog box will appear asking you for the
new name or path. Type the full path of the
directory where you want the file to be cop-
ied. Be sure to include the file name in the
path. You can use an absolute path (rooted
in the workarea’s root directory) or a rela-
tive path, and you can change the name of

the file.

/htdocs/products/index.html
would specify an absolute path.

products/index.html would specify a
relative path.
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../support/index.html would specify
a relative path.

4. A copy of the file will appear in the new
location with a ﬂ (Modified) icon.

Viewing File Information

TeamSite’s Details feature allows you to view

basic information such as:

e The size of a file.

*  When it was created and by whom.
*  Whether you have write access to it.

*  What the permissions are (what users and

groups have access to it).

¢ Whether you have access to the area it

resides in.
¢ The owner and group for that area.

*  Whether it is locked (and by whom and in

which workarea).
*  Whether it is part of a task.

*  What comments and metadata are currently
attached to it.

To view the properties of a file:

1. Select the check boxes next to the files

whose properties you want to view.

2. Select File > Details, or click the Details

link next to a file.

3. The Details window will appear.

Managing Files

Look in this window to find the information

you’re most interested in.

/J Interwoven WebDesk: Details - Microsoft Internet Explorer [ [oIx]
File Properties:
Name: i htenl ;I
Modified: es
Size: 214 bites
Crestor: CHOCOLATE homer
Creation Date: Feb 25,2001 4:47:34 PM
Wiritesble: Mo
3 CHOCOLATE homer
Moditication Date: Feb 25, 2001 4:47:34 PM
Groug et
Permissions: CHOCOLATE homer=Full Cortrol
Area Writeable: Mo
Area Owner: CHOCOLATE homer
Area Permissions: CHOCOLATE homer=Full Cortrol
Wiorktlow Jok (ID): 72
Wiorkflow Job Ovvner: CHOCOLATE homer
Wiorkflow Task (D). 722
Wiorktlows Task Ovvner: CHOCOLATE Mo er
Lock Workares: fichocolate/default/maindNORK ARE & homer
Lock Owner: CHOCOLATE homer
Lock Date: Apr 26, 2001 £:08:39 PM
Lack Commert: Locked by launching edit
[T

The File Properties window
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Viewing File Information

About the File Properties Window

Basic

Name Name of the file

Modified Tells whether the file has been
modified in the current
workarea.

Size Size of the file.

Creator Username of the creator of the
file.

Creation Date the file was created.

Date

File Security

Writeable Tells whether you can write to
the file.

Owner Owner of the file (according to
Windows permissions).

Modification Date the file was last modified.

Date

Group Group which has access to the
file (according to Windows
permissions).

Permissions  Access permissions for the file in

Windows notation.

Area Security

Area

Woritable
Area Owner

Area
Permissions

Tells whether you can edit files
in the current workarea.

Owner of the workarea.

Access permissions for the
workarea in Windows notation.

Workflow

Workflow
Job (ID)

Workflow
Job Owner

Workflow
Task (ID)

Workflow
Task Owner

Lock

Lock
Workarea

Lock Owner
Lock Date
Lock

Comment

Metadata

Name and ID of the job (if any)
associated with this file.

Username of the owner of the
job (if any) associated with this
file.

Name and ID of the task (if any)
associated with this file.

Username of the owner of the
task (if any) associated with this
file.

Workarea (if any) in which the
file is locked.

Username of the lock owner.
Time the file was locked.

Comment associated with the

lock.

Metadata that has been set on this file. Metadata

will vary from site to site and from file to file.
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Appendix A
TeamSite Icon Reference

TeamSite Areas

£ED Backing Store
. Branch

ﬂ Workarea

J Staging Area
_J Edition

Files and Directories in TeamSite
File
Directory

Deleted File or Directory
Modified File
Locked File (locked by you)

Modified Locked File

(& 65 By Iy ¥ [ L

Locked File (not available to you)
H{Ell Modified Locked File
E Private File

E' Private Directory
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Appendix B

Using WebDesk Pro

This appendix discusses WebDesk Pro, the
TeamSite interface provided for users who are
already familiar with TeamSite and who choose

not to use WebDesk. Topics covered include:
*  Getting started (page 46)

— Choosing a browser (page 46)

— Logging in to TeamSite (page 46)
About LaunchPad (page 47)

Invoking and configuring the LaunchPad
applet (page 47)
Logging out of TeamSite (page 55)

* About the TeamSite graphical user interface
(GUI) (page 56)
About TeamSite workflow (page 56)

Using the Workflow view (page 57)

Using the Branch view (page 57)
— TeamSite GUI elements (page 58)
— Using the Branch view (page 57)
— Using the Branch view (page 57)
— Using the Branch view (page 57)
— Using the Branch view (page 57)
* Editing files (page 61)
— Using SmartContext Editing (page 61)
— Through the TeamSite GUI (page 64)

— Using the Branch view (page 57)
— Using the Branch view (page 57)
Viewing your work (page 65)

— Browser view (page 65)

— Source view (page 65)

Managing tasks (page 66)

Viewing your To Do list (page 66)

Perforrning tasks (page 66)

Editing task files (page 66)

Editing tasks (page 68)

Managing files (page 72)

— Creating new files (page 72)

— Creating new directories (page 73)
— Importing files into your workarea
(page 73)

Renaming files (page 74)

Moving files (page 75)

Copying files (page 75)

Viewing file properties (page 76)

Searching metadata (page 78)
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Getting Started

TeamSite’s graphical Ouser interface (GUI)
gives you full access to TeamSite through a
simple browser-based interface. The GUI is
used to perform all functions specific to
TeamSite, as well as some general file
management functions such as creating new
files and directories. The GUI is also used to
edit files and perform in-context QA.

¥ TeamSite - Netscape [_ 0[]
webster editor. ofris
[File =] [Edt =] [view = 2
e | d|@ A | rseenn| [y
Bock | Home [ Refmesh | ToDo |Wokarea| eckara| Gompare
Wwain Bl e Ea: ITLA Submit Locking
- ..Eér's'mcms WORKAREAS OWWER ~ CREATED
[ e I~ Handre andre 10718/1999 13:57
|- @ehris ™ Achris chris 10181958 1357
dpac I~ Apat pat 10/18/1939 13:57
STAGING AREA OWNER ~ CREATED
I HsTAcDIG chris 10/18/195% 13:56
EDITICNE PUBLISHER PUBLISHED
[ Uiled 0001 chris 10/18/1999 13:58
T @INTTTAL root 10/18/195% 13:56
I — _>IJ 4 |
Logout
rEANSITE

TeamSite branch structure, as seen through the GUI

Choosing a Browser

The TeamSite GUI runs under a browser such
as Netscape Navigator, Netscape
Communicator, or Microsoft Internet
Explorer. TeamSite’s thin-client interface does
not require you to install any other client
software unless you will be editing files through
the TeamSite GUI. If you will be editing files,
you will need to configure a small utility called

LaunchPad (see page 47).

Using WebDesk Pro

Not all TeamSite features are compatible with
all browsers on all client platforms. The
following table shows compatibility for most
popular browsers on all supported client

platforms:

Netscape :ET;I?rztr
Windows 95,98, | 4.7x 4.x-5.52
and NT
Windows 2000 | 4.7x 5.0-5.52
UNIX 4.7x Not supported
MacOS 4 .7x! 5.0

1. Interwoven Merge not supported on Netscape for MacOS.

2. Some versions of Internet Explorer 5.5 do not include the
Java Virtual Machine. If you do not have the Java Virtual
Machine you can download it from Microsoft's Web site at
WWWwW., miCrO SOft. com.

Logging In to TeamSite

1. Access TeamSite through your browser:

http://TeamSite_hostname/iw/
2. The TeamSite login screen will appear.

3. Select your user type (Author) using the

pulldown menu.

4. Enter your username and password, and
select your Domain from the pull-down

menu.

5. Click Login.

46

TeamSite Author’s Guide



Getting Started

About LaunchPad

If you are going to edit files or view them in an
editing application, you need to use

emame LaunchPad. LaunchPad is an applet which runs
Password l—

D)= CHOCOLATE

Loginas |Author -

Interface 7 WebDesk {Authors only)

e LaunchPad allows you to make associations

Server: chocolate intenwoven com

e between file types and the editing applications

in your browser.

‘z""yINTERWOVEN
you want to use. For example, your computer
may automatically be configured to always

open HTML files in a browser. You can

configure LaunchPad so that when you open an
HTML file through the TeamSite GUI, it will

open in your editing application instead.

TeamSite login screen

6. The TeamSite window will appear. The view
that appears is called your Home page and

can be returned to at any time by clicking Invoking the LaunchPad Applet

the Home button in the Button Bar. You can LaunchPad will be invoked automatically the

set the Home button to go toany location in first time you do sornething in TeamSite that

TeamSite where you have access (see requires LaunchPad, such as editing or
page 58). importing files. LaunchPad is available for:
If you have not set your Home page, *  Windows 95, 98, NT, or 2000

TeamSite will show you a list of the jobs that « Macintosh

you own. If you are an Author, TeamSite
e UNIX

will show you a list of the tasks that you

own. The first time you edit a file through TeamSite,

In future logins, TeamSite will “rcemember” your browser will display a dialog box asklng
whether or not you want to give permission to

your latest settings (role, username, and
run the LaunchPad applet. Click Yes.

domain) through a cookie it sets on your
computer.
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Security Warning

Do you want to install and run "CHTEMPYWYM7.tmp”
signed on 4/23/01 519 AM and distributed by

Interwoven, Inc,

Publisher athenticity veriied by VerSign Commercial
Software Publishers CA&

Caution: Intenwaven, Ine. asserts that this content is safe
“Vou should only install/view this content if you trust
Interwaven, Inc. to make that assertion,

SIGHED WITH PERMISSIONS
Full Permissions

™ Ahways bust content from Interwoven. Inc.

Yoo |[CTRS ] Meeinio |

The LaunchPad permission dialog box (Windows)

This appletis signed by:
Interwoven, TeamSite, Interwoven Inc.,US

The Certificate Used to Sign the Applet is:
Issued by: Interwoven, Teamsite, Interwoven Inc., US
Serial Number: 2715

Expiration Date:  Sun Dec 31 00:00:00 PST 2000

Fingerprint:
Before running this applet, do
you trust this signature?

[ Always trust this signature

The LaunchPad permission dialog box (Macintosh)

If you click the “Always trust” check box, this

dialog box will not appear again.

Configuring the LaunchPad Applet

When you edit, view, create, or import a file,
TeamSite will start LaunchPad. You do not
need to start LaunchPad manually unless you
are installing or configuring it.

LaunchPad has several options that allow you to
customize the way that you work. First, you
will need to configure which file types are
associated with your editing applications. To
configure file types for Windows 95, 98, NT,
or 2000 client platforms, see page 48.

Using WebDesk Pro

To configure file types for Macintosh or UNIX
client platforms, see page 50.

You can also configure whether you edit files
locally or remotely. You can choose to use
Direct Edit, where you edit files directly on the
server, or Remote Edit, which downloads files
to your computer where you can edit them,
then upload them to the server through
LaunchPad.

Configuring File Types for Windows 95, 98, NT,
or 2000

Windows associates different applications with
different file types, so that when you double-
click on a file, it knows what application to use
to open it. You will only need to configure
LaunchPad preferences for file types if they are
different from your Windows preferences. For
example, you may have a particular graphics
editor set to open JPEG files in your Windows
preferences, and want to use the same graphics
editor to open JPEGs from TeamSite, as well.
In that case, you would not need to set
preferences for JPEGs in LaunchPad.

However, you may have a browser set to open
HTML files in your Windows preferences, but
you may want to use a text editor or a
WYSIWYG editor to open HTML files from
TeamSite. In that case, you would need to set
preferences for HTML files in LaunchPad.
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Adding a New File Type
To add a new file type to your LaunchPad

preferences:

Select Edit > LaunchPad Setup. The
LaunchPad applet will appear as part of the

TeamSite window.

2. Click the File Types tab. A list of all file
types configured specifically for LaunchPad

will appear.

¥ TeamSite - Netscape [_ 0[]

chozolats edilor: ofrls
[File J |Emt = IVle = Overwrite[1 7|
= /{ o Selest Al 4 & A

B | Mo Mresh TnDn I/\Inrkarea o Clomr Gnmpare Gethmest smn wssgn | View il | Ed Fle

General File Types ‘ Remote Setup |

Extension
ik
FEfbE

Done Cancel
Logout

TEAMSITE

LaunchPad applet preferences: File Types tab

3. Click the Add button. An empty File Asso-

ciation window will appear.

File Association <]
File Extension |

Command line: Browse.

DDE Message |

DDE Applications |

DDE Tapic |

Copy From

[Warming: Applet Windaw

File Association window

4. Unless you are familiar with DDE settings
for your editing application, it is usually saf-
est to copy all necessary information from
an existing setting. Click the Copy From
button.

5. An Extensions window will appear. Scroll
down until you find an entry that uses the
editing application that you want to use.
Click the extension within that entry, then
click OK.

Ext [ Type [ DOE [ Command [=
™ Fiealieda Fie C\Real\Plaper\iealplay o %1

DS das Document C.\PROGRA™1\0PSESS1\0PVIEWER EXE "%1"

ot OpSession Fie "C\Program Files\0pS essiorkOpismer. sus' %1

s C\Program fles*Alacdin systems\Expander\Expanderene ..
b Encarta Encycloperia Yearbook Fil "€ \Program FilestMiciosolt Feference\Encata Encyciope:

pc Pal05 Appication C.\Progiam Files\Palminstapp. eve %1

wab WEE Fle " \Propram FilestOutock Expresswab.ave %1

oo Digial ID File "C:\Program Files\Dutlook Express \wab.exe'” fceriicate X1

ol Chamel Fe rotspad e %1

i Internet Documert Set “CAPROGRA™INNTERN™1\iesplore. exe' nohame msits.

chm Compled HTML fle T WIND DS thh e 1

mht Miciosalt MHTML Document 4.0 % "CAPROGRA™TMNTERN"\iewplore.sxe nohome

mhimi Miciosolt MHTML Document 4.0 4 "C\PROGRATYNTERN-1\espore e nohome

ul Internet Shortcut mndI32.exe shdocyw,di DperlJRL %1

WHT Miciosolt Neth esting Whiteboard Document C \Program FilestNetheeting \WBZ2 EXE" 21"

pox PCX Image Document C.\Promia T\ coess ™1 tmspainleve %1

s Outlook Express Nevs Message "C\PROGRAM FILES\OUTLOOK EXPRESS\MSIMM.EX

eml Outook Express Mail Message “CAPROGRAM FILESOUTLOOK EXPRESSMSIMN.EX,

ini Configuralion Seltings C UWINDOWS NOTERAD.EXE %1

bat Ms-D0S Batch File C.AWINDOWS \NOTEPAD.EXE %1 =l

Cancel

Extensions window

6. All the necessary information will be copied
into the File Type window. Edit the
Description of type and the Associated
extension boxes as necessary. The file
extension must begin with a period (for

example, .html, .jpg, .gif).

Note: You can only configure one extension
per entry. For example, although you might
want to use the same editor for . htm and
.html files, you would still need to create

two different entries.

7. Click OK.
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8. The new file type will appear in the File
Types window. Click OK.

Editing File Types

To Change the settings for an existing entry:

1. Select Edit > LaunchPad Setup. The

LaunchPad applet will appear as part of the

TeamSite window.

2. Click the File Types tab. A list of all file
types configured specifically for LaunchPad
will appear.

3. Select the file type you want to change.

chocalate editor. chris
[File =] [Edit =] [view =] Overmite [1 7|
1= A | ke FudA | @ | &
Back | Home | Refiesh | TaDo |Workarea | ociesrsl| Compare | GetLatest| Subwat | assign |View Fie | Edi Fie
General File Types ‘ Remote Setup |
Extension Add
Change
Remove
Lagout P o
fEAssTY

LaunchPad applet preferences: File Types tab

4. Click Change. The File Association window
containing the settings for that file type will

appear,

Using WebDesk Pro

File Extension [ et

Commandline  [CAPROGRA™TYWIND O'W~13ACCESS T wordpad eve "% 1" _Browse
DDE Message |

DDE Application |

DDE Topic [

Copy From
0K | Cancel
[Warming: Applet Windav

File Association window

5. From the File Association window, you can
change settings using the Copy From but-
ton, as described above, or you can edit
them manually. Click OK.

6. The edited file type will appear in the File
Types window. Click Done.

Configuring File Types for Macintosh or UNIX

LaunchPad allows you to associate different
applications with different file extensions, so
that when you double-click on a file, it knows
what application to use to open it. For
example, if you plan to edit HTML files, you
will need to configure the . html or . htm file

type.

Adding a New File Type

To add a new type of file to your LaunchPad
preferences:

1. Select Edit > LaunchPad Setup. The
LaunchPad applet will appear as part of the

TeamSite window.

2. Click the File Types tab. A list of all file
types Configured specifically for LaunchPad
will appear.
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chocalate editor: chris

=] Overwrite [ 2|

m < earn = view
- /mJ«L @ © Select il
Back fome | Refresh Ta Do & Clear dll

General  File Types | Remote Setup

I

Extension

Logout!
feansin]y,

LaunchPad applet preferences: File Types tab

3. Click Add. An empty File Association win-

dow will appear.

O=——————"FileAssotiatimn———————§H

File Bxtension | |

command line | [[Browse..]

[[Find Example... |

Warning: Appiet Windew Iz

File Type [

File Association window

4. Enter the file extension you want to config-
ure in the File Extension box. The file
extension must begin with a period (for
example, .html, .jpg, .gif).

Note: You can only configure one extension
per entry. For example, although you might
want to use the same editor for . htm and
.html files, you would still need to create

two different entries.

5. Click Browse. In the pop-up window,
browse to the location of the application you
want to use. Select the application and click

Choose.

6. Click OK. The new file type will appear in
the File Types window.

Editing File Types

To change the settings for an existing entry:

1. Select Edit > LaunchPad Setup. The
LaunchPad applet will appear.

2. Click the File Types tab. A list of all file
types configured specifically for LaunchPad

will appear.
I—————————— (ot ————————F 5
chocolate editor: chrs

[Fite 2] Edit 4] View 4] Overwrite [ 2|

«[adl@ « selct

Bk | Home | Refrsh | ToDo | acleoral

General File Tyves | pomnote Setup

i

Logout]

feaasialy,

LaunchPad applet preferences: File Types tab

3. Select the file type you want to Change and
click Change. The File Association dialog
box will appear.
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] File Association B

File Extension  [htmi ]

Command line |/Hard Drive/Applications (Mac 05 9)/Applications/SimpleText H Browsgm]

File Type e | Fina Example..]

Warning: Applet Window %

File Association window

4. Click Browse. In the pop-up window,
browse to the location of the application you
want to use. Select the application and click

Choose.

5. Click OK. The edited file type will appear
in the File Types window.

Direct Edit: Saving Files Directly to the Server

You can use this option if you are using
Windows and can access the TeamSite server on
your LAN (see below), or if you are using
UNIX. Direct Edit is not recommended for

Macintosh users. !

To use Direct Edit:

1. (Windows only)

Using Windows Explorer, map your
TeamSite server to a shared network drive.
In the Path field, type in the directory for
your main branch, for example,
\\SERVERNAME\IWServer\default\main.

1.

Certain Macintosh applications are incompatible with
LaunchPad Direct Edit due to differences in the way they
handle file types. Text editors such as BBEdit and SimpleText
will usually work with Direct Edit for the Macintosh.

Using WebDesk Pro

Map Network Drive

Dive:  [==21 | 0K |
Path:  [WWEBSTERWWServer.defauttimain » Cancsl

¥ {Reconnect at logori

Map Network Drive window

2. (All platforms)

From the TeamSite window, select Edit >
LaunchPad Setup. The LaunchPad applet

will appear.

3. Select the Remote Setup tab.

2

3 TeamSite - Netscape

welbster editer: chris
[File = [Edi =] [view = evarmio) ()
s | o | @ A || (G DAl W @ | & |
Back | Home | Refrech | ToDo |Workerss | ociears| Gompare | GetLoest| Submit | posign | Viem Fis| Eut Fis
General | File Types Remote Setup |
Map this Iocal mount (eg. #/wserverdinmain]
16 this area on the TeamSite server feq. /defaulfmsin]
Done | Cancel
Logaout /'K
FeaasiT

The Remote Setup tab

4. Enter the local path in the “Map this local

mount” box.

For example (Windows client)
I:\branchpath\WORKAREA\workarea

name or (UNIX client) //iwserver/
iwmain/branchpath/WORKAREA/

workareaname).
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5. Enter the TeamSite path in the “to this area

on the TeamSite server” box (for example, /
default/main/branchpath/
WORKAREA/workareaname).

Remote Edit: Editing Files on Your Computer

All users can edit files remotely with
LaunchPad. You should use this option if you
are using a Macintosh, if you are using
Windows and cannot access the TeamSite
server through a LAN, or if you use multiple
TeamSite servers on a regular basis.

With Remote Edit, when you edit a file,
LaunchPad downloads a temporary copy of the
file to your local computer. LaunchPad then
opens the file in the editing application that you

have Configured.

When you have finished editing the file, you
must tell LaunchPad to upload the temporary
copy to the TeamSite server.

Configuring Remote Edit Preferences

You can tell LaunchPad whether to remove or
keep the temporary copies of files that you have
edited when you upload these files. To set this

preference:

1. Select Edit > LaunchPad Setup. The
LaunchPad applet will appear.

2. Click the General tab. This tab allows you
to change the directory for TeamSite tempo-
rary files. However, if you change this direc-

tory, LaunchPad may not work properly.

3 TeamSite - Netscape

chozolate editer: chris
[File = [Edi =] [view = evarmio) ()
s | o | @ A || (G DAl W @ | & |
Back | Home | Refrech | ToDo |Workerss | ociears| Gompare | GetLoest| Submit | posign | Viem Fis| Eut Fis
General | File Types | Remote Setup |
Ditectoy for local e copies:
[CnwTeme
What o do with the laci fles after uploading the
" flvays ask whelher of not o remave them
€ hlways remove
€ hlays keep
Done | Cancel
Logout
Feawsimy

Setting preferences in the LaunchPad applet

3. Under “What to do with the temporary
local files after uploading them,” select the
option that best describes the behavior you

want.

If you select “Always remove” or “Always
keep” LaunchPad will not query you at the
time of upload. “Always remove” only
removes the temporary copies of files that
LaunchPad has downloaded from TeamSite.
It will not affect any other copies of the files
that you have on your computer. “Always
keep” leaves the temporary files on your
computer for further use. You may want to
use this option if you want to edit the files
again after uploading them. If you use this
option, you will need to remove the files

manually at some point.

4. Click the Remote Setup tab and clear both
fields.
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Using Remote Edit
To edit files on your local computer:
1. From the TeamSite window, select Edit >

LaunchPad Setup. The LaunchPad applet
will appear.

2. Select the Remote Setup tab.

3. Clear both fields.

Future edits will download a temporary copy of
the file to your computer and automatically
open it in the editing application that you have
configured LaunchPad to use. You will then
need to upload the file for your changes to

show up in TeamSite.

If you have closed a file or quit your editing
application, and you want to edit the file again:

1. Click the file name in the LaunchPad

window.
2. Click Edit.

3. The file will open in your editing applica-

tion.
Using a Different Editing Application
You can also choose a different editing

application than the one you have set in your

LaunchPad Preferences.

1. Click the file name in the LaunchPad

window.

2. Click Edit With.

Using WebDesk Pro

3. A browsing window will appear. Browse
your computer until you locate the editing
application that you want to use, and click

its name.

4. Click OK. The file will open in the applica-
tion that you have chosen.

Uploading Files
LaunchPad permits you to upload the files you

have edited to the TeamSite server whenever

you are connected to the TeamSite server.

A file that has been edited since it was last
uploaded will be displayed in the LaunchPad

window with a B (Changed) icon. A file that
has not been edited, or that has been uploaded
since it was last edited, will be displayed with

an L=l (Unchanged) icon.

Narme Path Area size Date |

S filet.html defauttimainfchl 01 34 044252001

lpiozd] | || Remove ot | Eavwin] | pone | <
s J o[

@] Applet stanted [ [ |5 Localintranet 7

Viewing local files through the LaunchPad applet

To upload files:

1. Save yOllI' Changes.
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2. In the TeamSite GUI, select View > List
Local Files and click the names of the files

you want to upload.
3. Click Upload.

4. A dialog box will appear asking if you want
to delete the copy of the files on your hard
disk. If you want to continue editing the
files, click Keep. If you are finished with the
files, click Remove. To cancel the operation
and close the dialog box, click Cancel.

5. TeamSite will upload the files you have just

edited to the TeamSite server.

If you are finished with the files that appear in
the LaunchPad window and do not want to
upload them, you can delete them from your

hard disk without uploading them first.

1. Click the file names in the LaunchPad

window.

2. Click the Remove button.

Logging Out of TeamSite

When you have finished your work and want to
log out of TeamSite, click the Logout button in
the lower left corner of the TeamSite window.

A confirmation dialog box will appear.

Logout Cotgfirmation window

Click OK. TeamSite will log you out and return

you to the login screen.
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A

bout the TeamSite GUI

TeamSite has two main views: the Workflow
view, which displays information about jobs and
tasks, and the Branch view, which allows you to
navigate through TeamSite areas. In the
Workflow view, you can learn about your jobs
and tasks by clicking the To Do button in the
Button Bar. To view the details of an individual

job or task, click its underlined name.

You can move from the Workflow view to the
Branch view by clicking the Workarea button
in the Button Bar. TeamSite will display a list of
branches and workareas to which you have
access. To navigate into a branch or workarea,
click its name. The TeamSite window will

display the Branch view.

In the Branch view, the left-hand pane (the
Navigation Window) allows you to navigate
through TeamSite. The right-hand pane (the
Work Window) will be updated as you
navigate through the system. The top of the
screen contains a Button Bar that has buttons
for the most frequently used commands, and a
Menu Bar that has drop-down menus for all
TeamSite commands. To return to the
Workflow view, click the To Do button in the
Button Bar.

Using WebDesk Pro

Your Servername

Your Role

Your Username
o

T
[Fie = [ 2l
J The Tool Bar
| gdle| B|a
o | B ||
[ E y permErersee  The Menu Bar
~m 'WORKAREAS® OWNER  CREATED
r 2@ andre  10/18/1999 1357
T Achris chiit 10/18/1999 13:57
™ Doat pat /1999 1357 The Button Bar
e A | Comment Attached
P D to a Branch
I Qied 0001 10/18/1999 13:58
I G@INITIAL root 10/18/1999 13:56 .
- The Work Window
- The Navigation
. o L | RV
— — Window

The TeamSite window, displaying a branch view

About TeamSite Workflow

TeamSite workflow contains two major

elements: jobs and tasks.

A job is a set of interdependent tasks. Each job
describes the particular route that the
workflow needs to take.

A task is a unit of work performed by a single
user or process. Each task in a job is associated
with a particular TeamSite workarea and carries
a set of files with it.

TeamSite workflow begins when a user creates
ajob. The user who creates the job specifies the
parameters of this job, such as the users who
are to perform specific tasks, the workarea a
task is to take place in, and the files associated
with a task.

The users who are assigned specific tasks may
be notified by email (depending on your
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system’s configuration) or by checking their
Task list in the TeamSite GUI.

When users complete tasks, they send the tasks
to the next step of the workflow process by
selecting a task transition. If the task is a
decision point, they will need to select from the

possible transitions.

Using the TeamSite Workflow View

The TeamSite Workflow view allows you to
track your current jobs and tasks, to see the
history of a job, and to see what files make up a
task. To see jobs and tasks that you own, click
the To Do button in the Button Bar. To further
refine this view, select one of the options in the
View menu, or use one of the attribute menus

in the dark gray bar to filter your view.

3 TeanSite - Netscape

geisoll interwoven com editar: of
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A Task list

To go to the Branch view, click the Workarea
button in the Button Bar.

Using the TeamSite Branch View

The right-hand side of the TeamSite window
(the Work Window) contains a list of files and
workareas. When you are in a workarea, the
left-hand side (the Navigation Window) helps
you to navigate. To go into a workarea, click its

name.

You can work with files only in the Work
Window. To see the contents of a workarea,
directory, or file, click its name or icon (files
will display in a new browser window). To
perform any other operation on a file or
directory, select the check box next to the file
or directory’s name, then select the action you
want to perform from one of the buttons or

menus in the Tool Bar.

In a workarea, files and directories may be
displayed with several different icons. Each
icon contains information about that file or
directory’s status. See “TeamSite Icon
Reference” on page 43 for a complete list of

TeamSite icons.

You may sometimes need to refresh the Work
Window to see changes that have been made.
To do this, click the name of your current
directory in the Navigation Window, or click
the Refresh button in the Button Bar.

To return to the Workflow view, click the To
Do button in the Button Bar.
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A workarea containing mod{fied, assigned, locked, and private

Sfiles

Setting Your Home Page

To set your Home page:

1. In the TeamSite GUI, navigate to the
location or workflow view that you want to

go to automatically when you first log in.

2. Select Edit > Set Home Page.

Your Home page setting will be stored on the
TeamSite server. You can Change this setting at
any time, or reset it to the default setting. If
you change the name of the path to your Home
page (that is, if you rename a directory in the
path), you will need to set your Home page
again.

To reset your Home page to the default setting,
select Edit > Reset Home Page.

Using WebDesk Pro

TeamSite GUI Elements

The Tool Bar

The Tool Bar consists of a Button Bar that
contain the most frequently used commands,
and a Menu Bar that displays drop-down menus
containing all available commands. Various
commands are displayed in the Menu Bar and
Button Bar at different times according to when

you can use them.

7 TeamSite - Netscape

[-[O[x]

wrebster [3.0.0]

‘et Gaathaos)

o ? esekddl| SRy v | B= 2o
Back |To-Do List| Hely aclesrst | UnDone | Done | Reassign | View File | Edit File
[ Fite =] [Edi |

Author’s Tool Bar

The Menu Bar contains three drop-down
menus: File, Edit, and View. Each menu is
displayed only when you can use at least one of
the commands that it contains. Individual
commands within the menus are displayed only
when you can use them. Your TeamSite server
may have some custom menu items not
described in this manual.
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The SmartContext Editing Tab

When you click the name of a file in the
TeamSite GUI, the file will appear in a new
browser window containing the TeamSite
SmartContext Editing tab. This tab displays
information about the current status of the file
shown in the browser window. The buttons on
this tab allow you to edit the current page.

¥ hitp: // webster1080/iw-m._.urceurl-http%34// webster - Netscape |

Fle Edt View Go G Help
7 bel foued Reload  Home  Seach Metscspe Pt Secuiy  Slop BE
] " Bookmatks s Location: il /chocalste fm-movnt/defaulmain/cb A/ ORKAREA w1 e il B

OB EHEB
Mesw Record Preferences Subrmit
Edit | Uploadt | Assign |

ea in the same manner that you would

ked server. Using the file system interface,

you can add or replace files (using drag and drop if your file system is represented graphically, as
it is in Windows 95 or MacOS), rename them, edit them, and create new files or directories

Onse you have accessed the TeamSite server, you will need to loate your workarea. The fle
system structure of the branch shown on page 7 is shown below

iwserver

default

main

WORKAREA | [STAGING| [EDITION dev
landre INITIAL WORKAREA | [STAGING [EDITION
andre| pat] | chris led_0001][INTIAL
Sample TeamSite file ysiem struciure
B [Bocument Bone E e m el

A browser window with the SmartContext Editing tab

The SmartContext Editing tab contains an icon
and an indicator which tell you about the file’s
status. The icon tells you whether the file has
been modified or locked. The indicator tells
you whether or not you can edit the file.

Indicator
a Tl
Mewy Recard Preferences Submit Icon
Eclit Uplosd Azsign
The SmartContext Editing tab
Indicator | Status
Black You cannot modify this file; it is
locked or you do not have

permission.

Green You can modify this file.

Yellow You can modify this file, but a
newer version is in the staging
area.

Red You can modify this file, but it is in
conflict with the staging area.

To learn more about the file’s status, move
your mouse arrow over the icon. A ToolTip
will appear with more detailed information.

The SmartContext Editing tab contains several
buttons. You can configure which buttons
appear through the Preferences button. For
more information about configuring the
SmartContext Editing tab, see “Setting Tab
Preferences” on page 60.
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Minimizing the SmartContext Editing Closing the SmartContext Editing Tab

Tab To close the SmartContext Editing tab, click

If you don’t need to use the SmartContext

the (Close) button on the tab. To get it
back, click the Back button in your browser, or

return to the TeamSite GUI and click the name
of afile.

Editing tab, you can minimize it to reduce its
size and loading time. To minimize the
SmartContext Editing tab, open the tab and

click the E (Minimize) button. The
minimized version of the tab will replace the
full version of the tab. To move the SmartContext Editing tab, click on

Moving the SmartContext Editing Tab

the blue title bar and drag it to where you want
ntute.nniiwm,, ultetlp'/.}Alluehsler ~ Netscape | it to be'
7 Bk favad Rebad  Home  Seach MNeftompe Pt Seowiy  Ston B
7 Bookmatks i Locstion: [F4A0AH =rBya Juble |

SmartContext Editing and LaunchPad

= through the file system in your workarea in the same manner that you would . .. .
jany website file system on a networked server. Using the file system interface, vV hen you are USIHg SmartconteXt Edltlng, lf
eplace files (using drag and drop if your file system is represented graphically, as

i Wndawss 55 or MacCS),censme the, ect the, and creste newr Hs o drectaries you have LaunchPad set to use Remote Edit,
s s you should configure your LaunchPad to
S~ Always Remove uploaded files (see page 54).
detavl If you do not set this option, the LaunchPad

main

window will rapidly fill up with the files that
o eaers] [ o you edit, and they will not be automatically
anche INITIAL WORKAREA | STAGING] | EDITION removed. You can, however, remove these files

andre] [pat [chris|  ed 0001][INTIAL manua]]y,

Sample TeamSite file qystem structure
= == [Dacument: Done

Setting Tab Preferences

A browser window with the minimized SmartContext Editing tab
You can configure which buttons appear in the

To reopen the SmartContext Editing tab, click SmartContext Editing tab. To choose which

@ buttons appear:
the (Maximize) button on the minimized

tab. 1. Click the Preferences button in the
SmartContext Editing tab. The Preferences

window will appear.
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53 SCE: Preferences - Mictosoft Internet Explorer [0
Preferences: Select buttons for SCE
M Details I Teamste ™ Frameset I wiew 7 Preferences [ Mew File
¥ submit [V | Images: [ VisualDiff | [7 Edit [ | Check Links | [ Task
7 Upload 7| Assian
(__OK ) ( Cancel )

The SmartContext Editing Preferences window

2. Click the check boxes for the buttons you
want to appear on the tab. Unavailable
selections will be grayed out.

The Casual Contributor Interface

The Casual Contributor Interface allows you to
click on links in Web pages that will take you to
a specific part of the TeamSite GUI. Possible
actions are:

* Edit—opens a file for editing.

* SCE—opens a file in a browser for use with
SmartContext Editing.

If you have logged in to TeamSite recently
enough that your authentication has not
expired, you will be taken directly to the
appropriate page or part of the TeamSite GUI.
Otherwise, you will have to log in again. If you
are using WebDesk, you will then be taken to
the appropriate part of the TeamSite GUI. If
you are using WebDesk Pro, you will be taken
to your Home page. The amount of time you
have before your authentication expires is
configurable by your site administrator.

The appearance and placement of these links is
configured on a site by site basis. Consult your
site administrator for more information.

Editing Files

You can edit files in your Task list, or you can
navigate into an Editor’s workarea to edit files.
A new task will be created if you edit a file that

is not already in one of your tasks.! When you
complete this task, the file will be returned to

the owner of the workarea for approval.

TeamSite allows you to edit files from the
TeamSite GUI in two ways: through
SmartContext Editing, where you browse the
Web site and edit pages as you view them, or
through the main TeamSite GUI, where you
browse the directory structure of the Web site
and edit individual files.

Using SmartContext Editing

Editing Files Through SmartContext™ Editing

1. To edit a file using TeamSite SmartContext
Editing, click the name of a file in the Work
Window or a Task Details window in the
TeamSite GUI. The file will open in a new
browser window containing the TeamSite
SmartContext Editing Tab.

2. Navigate through the Web site by clicking
links until you reach the page you want to
edit.

. This describes the default workflow for Authors. Your system

may be configured to allow a different workflow process. For
more information on workflow and tasks, see page 14 and

page 29.
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3 htp: //webster:1080/iw-m.__urceurl=http%3A// webster - Netscape
Fle Edt View Go Commuricator Help

7 Gk foped Rebad  Home  Seach Netcape  Pinl  Seculy  Stop IN]
j " Bookmarks A Location [ itei/7chocolate/inemount/defsul/main/cbl AWORKAHEA cw /el il =

OB B HEEB
Mewy Record
Edit | Upioset | “ssion |

Preferences Submi

ea in the same manner that you would
ked server. Using the file systeminterface,

you can add or replace files (using drag and drop if your file system is represented graphically, as
it is in Windows 95 er MacOS), rename them, edit them, and create new files or directories

Once you have accessed the TeamSite server, you will need to losate your workarea. The fle
system structure of the branch shown on page 7 is shown below.

wserver
default
main
WORKAREA | |STAGING| |EDITION dev

andre INITIAL 'WORKAREA | |STAGING| | EDITION

led 0001 INITIAL

andre| [pat| [ chris

Sampie TeamSite file system siructure
===

|Document: Done:

A browser window with the SmartContext Editing tab

3. Click the Edit button on the tab. The file
will open in your editing application.

4. Edit the file as you normally would. Save the
file when you are finished editing it.

5. To see the changes you made, return to the
SmartContext Editing window and click the
Refresh button on the pulled-out tab. Your
changes will be uploaded at this time.

Using WebDesk Pro

Checking Links with SmartContext Editing

To check links in your current page:

1. If the Check Links button does not appear
in the SmartContext tab, use the
Preferences button to add it (see “Setting
Tab Preferences” on page 60).

2. Click the Check Links button. The Links

window will appear.

7} Links in /default/main/WORKAREA/homer/tests /html/links_html - Microsoft Internet Explorer [H[=] [EY

4 links in links html

|

1. @ link bt Maeyahoo.com

2. @ link it e idortexistatail.net/
3 @ fnk it feew google comd
4

@ ink gty mozile ordpub e btools bugzila-L ATEST tar gz

4 I AILI

(_Closa )

The Links window

3. This window shows the status of the links
that appear on the current page:

Green The link works.
Red The link is broken .
Yellow | The link can’t be validated as either

correct or broken by this link
checker.
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Editing Images with SmartContext Editing
To edit the images that appear in a page:

1. If the Images button does not appear in the
SmartContext tab, use the Preferences
button to add it (see “Setting Tab
Preferences” on page 60).

2. Click the Images button on the tab. An
Images window will appear, containing all

the images that appear on the page.

5 Images in /default/main/WORKAREA/homer/tests html... [I[=] E3

1) catt.jpg

2) cat2jpg

(_Close. )

The Edit Images window

3. In the Images window, click the image you
want to edit. A new window will appear,
displaying the image and the SmartContext
Editing tab.

4. Edit the file using SmartContext Editing
(see page 61). Save the file when you are
finished editing it.

SmartContext Editing and Framesets

If you are editing a frame-based page, a
SmartContext Editing tab will appear in each
frame so that you can select which file to edit.
However, you can also edit the frameset file
itself.

To edit a frame-based page’s frameset file:

1. If the Frameset button does not appear in
the SmartContext tab, use the Preferences
button to add it (see “Setting Tab
Preferences” on page 60).

2. Click the Frameset button on the tab. The
Frames and Framesets window will appear
with a list of the frameset file and all the files
it contains. Frameset files are marked with

an FS; files contained within the frameset

are marked with an F.

FS TS SmartContsstQA WindowlB5: ame IHetautIMEInANORIAREA homeritiemosinoe kil
Mocdiiec ves
menu Size Hdbytes
title Crestor: homer
" Creation Date: Feh 25,2001 4:47:34 PM
foain
Mo
Feh 25,2001 4:47:34 PM
e
wiwiwiwiwi
Area Vritsable: No.
harter
[
Nchocolate/detaul inain WORK AREAhomer
harmer
Apr 26,2001 6:08:39 PM
L
4 |
(Close )

The Frames and Framesets window

* To get information about any of the files

listed, click its name.

* To edit one of the files, click its name, then

click Edit.
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To submit one of the files, click its name,
then click Submit.

To view one of the files in its editing
application, click its name, then click View.

To upload one of the files you have edited to
TeamSite, click its name, then click
Upload. This will do the same thing as the
Upload button in LaunchPad (see
“Uploading Files” on page 54).

Editing Files Through the TeamSite GUI

To edit a file through the main TeamSite GUI
using your default editing application:

UNIX users:

1.

In the TeamSite GUI, navigate to the
directory containing the file you want to
edit.

. Click the check box next to that file.

. Click the Edit File button in the Button Bar

or select Edit > Edit File.

. The file will open in your editing applica-

tion. Edit the file as you normally would. If
you are using Direct Edit, the file will be
saved to the TeamSite server each time you
save it. If you are using Remote Edit, your
changes will not be uploaded until you quit
your editing application.

Using WebDesk Pro

Macintosh and Windows users:

1.

In the TeamSite GUI, navigate to the
directory containing the file you want to
edit.

. Click the check box next to that file.

. Click the Edit File button in the Button Bar

or select Edit > Edit File.

If you are using LaunchPad’s Direct Edit
feature (see page 52), changes will appear
on the server as soon as you save them. If
you are using Remote Edit (see page 53), a
temporary version of the file will be
downloaded to your computer, and its name
will appear in the LaunchPad window.
Changes will not appear until you upload
the files from LaunchPad.

. The file will open in your editing applica-

tion. Edit the file as you normally would. If
you are using Remote Edit, you will need to
upload the file from LaunchPad after you

have saved it.

Editing Files With an Alternate Application

To edit a file using an alternate editing

application:

Macintosh and Windows users only:

1.

Navigate to the directory containing the file
you want to edit. Click the check box next
to that file.

. Select Edit > Edit With.
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An Open With window will appear. Select

the editing application you want to use from

the list displayed.

Open With L]

Click the program you want to use to open the file ndes i’
If the program you want is nat i the st click Dther.

Choose the progiam you want ta use

™ Always use this program to open this type of file:

0k | el | o |

The Open With window

If you cannot find the application you want
to use, click the Other button and navigate
to the location of the editing application.

Click Open.
Open With...
Lock i |3 Pragrem - =1
Defauls (3 SpellChk. B lekback exe
DyrForts FENETSCAPE EXE
FullSaft [P nshind exe
Java B NSimport 32 eve
NetHelp Frsnotily.exe
nls [ nnshind exe
Plugins BE sendioizene
o ] Lo |
Files of pe: [Programs =l Cancel

Locating an editing application

3. The file will open in your editing applica-

tion. Edit the file as you normally would. If
you are not using Direct Edit, you will need

to upload the file from LaunchPad after you

have saved it.

Viewing Your Work

Browser View

To view a file within the context of the Web
site, click its underlined filename within a
workarea, staging area, or edition. The file will
appear in a new browser window. You may
need to refresh your browser to see changes

immediately.

To view your work in context, you may want
to view the main page and navigate through the

Web site as a visitor would.

If you need to see the end of the page’s URL
(for example, if you need to see the name of the
displayed file), click the browser’s Location
text box, then press the End key. To return to
the beginning of the URL, press the Home key.

Source View

To view a read-only copy of a document in your
preferred editing application, click the check
box next to that file, then click the View File
button in the Button Bar or select Edit > View
File. A read-only copy of the file will be opened
in your preferred editing application. You will
be able to edit this copy, but you will not be
able to save any changes you make to the

TeamSite server.
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Viewing Your To Do List

To see which tasks and jobs you own that are
currently pending, click the To Do button in
the Button Bar. TeamSite will take you to the To
Do list in the Workflow view and show you all
the tasks and jobs that are assigned to you.

3 TeanSite - Netscape

geisoll interwoven com editar: of

= [Vew e

Created: 08/2772000

Joh Name (ID): Ordered_Change_Request(1977) v Owner: andre
[Description: Please edit the contact page. Category: Maketing  Month Due:
Operation TaskName(D)  Date Owner  Status
Task Options 5]  Edit Contentchis  03/27/2000 ches  AssignedTo Please edit the phone mumbers on the
97D 1318 Me contact page

Created: 08/27/2000
: Auihor_Assignment (1972) v Owner: andte Creator: sndze Job Options %

= v the photo T OMOROWS PIESS g ugors Marketing gll:;nﬂn Duei o Duecs
‘Task Name (ID) Date Owner Status Description
Task Options 5] Auihor Work(973) 0372000 chiis  AssignedTo
1316 Me
Logout —¥
A To Do list

The To Do list gives you two new menus: Job
Options and Task Options. These menus
allow you to get further information on tasks or
jobs, perform tasks (see “Performing Tasks” on
page 66), edit tasks (see “Editing Tasks” on
page 68), or complete tasks (see “Completing
Tasks” on page 71).

Performing Tasks

TeamSite workflow includes many kinds of
tasks. Tasks may require you to add files to the
task, edit files or set metadata, or they may be

performed by external programs that require

Using WebDesk Pro

no user input. Some tasks may require review
and approval or rejection (these tasks are often
marked as read—only).

To perform a task, select Task Options > Start
Task. If the task involves file operations such as
editing or adding files, or task operations such
as approving files, the Task Files window will
appear. Do these things as described elsewhere
in this manual (see page 66 for information on
editing files, page 68 for information on adding
files, and page 71 for information on approving
tasks). When you are finished, you will need to
complete the task (see page 71).

Tasks performed by external programs often do
not require user input, and may run invisibly to
the user. Some automated tasks may require
user input, in which case a separate form will
appear when needed for data entry. When you
select Task Options > Start Task, the task
window will appear. Enter information as it

directs you.

Editing Task Files

To edit a file in a task, go to the Task Details
page (select Task Options > Start Task from
your To Do list). Locate the file you want to
edit, and select File Options > Edit File/Data
Record. Edit the file as described in “Editing
Files” on page 61.
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Adding Comments to Task Files

At any point in a task, you can add information
in the form of comments on the files contained
in the task. These comments may convey
information to other users involved with the

job, such as content contributors or approvers.

To add a comment to a task file:

1. Go to the Task Details page (select
Task Options > Edit Task from your To Do
list).

2. Locate the file you want to add the com-
ment to. Select File Options > Edit Com-

ment.

3. The File Comments page will appear, con-
taining a list of the task’s existing comments
at the bottom of the page, and a text box at
the top of the page. Enter your comments in
the text box and click Add File Comment.

4. You will be returned to the File Comments
page, where you can enter another com-
ment. To exit this page, click the Close but-

ton.

¥ Enter File Comments - Netscape [-[O[x]

‘Add File Comments

TEAKSITE

Task Owner:

Project : Change Requast(7300) s

Task : Belif Confent: chris(7301)

‘Workarea FWORKAREA/chyis

Description : Chris - please clean up these
pron

Comment : fixed!

Enter new for file: . grand_fenw
Removed the background; wads Transparent =
I
Agd File Comment Close |
Date User Comment Taske
S10B/2000 1521 baie Fie PEnot_grand._femwick gif added o [7301 - Bdis
ftask. Content: chris

The File Comments page

Renaming Task Files

To rename a file in one of your tasks:

1. Go to the Task Details page (select
Task Options > Edit Task from your To Do
list).

2. Locate the file whose name you want to

change. Select File Options > Rename.

3. A dialog box will appear. Type the new
name into the space provided. Click OK.

The file will appear in the Task Details page
with the new name. A deleted file with the
old name will also appear in the Task Details
page, for future submission to the staging

area.
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To view task information or edit tasks:

1. Go to your To Do list and locate the task
you want to view.

2. Select Task Options > Edit Task. The Task
Details window will appear.

Task Operations: | Select Task Operation ¥

File Operation File Name Path Size Last Modified Modified By

File Options =1 I pinot_srand fenwicl oif fimages/ zero 0308/2000 18:21 chris
Comment: (1) File pinot_grand_fenwick gif added to task.

File Options = I pipenta sif fimages/ zere 03/08/2000 1747 chris

Comment: (1): File pipenta gif added to task

File Options =1 2 products html I
Commene: (1. Fie first added to task

17 02928/2000 12:05 andre

# Task Files - Netscape [_ Ol x]
Task Details
TEAMSITE
LJoh : Change Request(7300) Task : Zdit Confent: chpis(7701)  Task Ovwner : chris
ORK i iption : Charss - please clean up these product photos
(Comment :

The Task Details window

In this window, you can perform file operations
and task operations. File operations include
editing task files, removing task files, and
adding comments to task files. Task operations
include adding and removing files from tasks,
adding comments to tasks, and completing
tasks.

Using WebDesk Pro

Adding and Removing Files from Tasks

Adding a New File to a Task

To add a new file to a task:

1. In your To Do list, select Task Options >
Edit Task.

2. The Task Details window will appear. Select
Task Operation > Add New File.

3 Task Files - Netscape M= E
Task Details

TEAMSITE
Task : Edit Content: chris(7301) Task Owner : chris

Joh : Change Request(7300)
W o : CPirts - please clean up these product photos

Comument :

Task Operations: [Sslect Task Operation =

Select Task Operation

Ma files assigned to this task

Add Existing File
Neswv Data Record
Generate HTML
Compare to STAGING

Adding new files to a task

3. A New File window will appear. Enter the
name of the new file and, if necessary, navi-
gate to the directory where you want to put
the file. Select the type of template you
want to use (if you do not want to use a
template, make sure Plain File is selected),
and select the specific template you want to
use. Click OK.

4. The file will be added to the task, and it will

open in your editing application.
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This file will not be visible in the Task
Details window until you select Task
Operation > Refresh.

Adding Existing Files to a Task

To add existing files to a task:

1. In your To Do list, select Task Options >
Edit Task.

2. The Task Details window will appear. Select
Task Operation > Add Existing File.

3. The Add Files to Task window will appear.
Use the left-hand pane to locate the file or
files you want to add to the task. When you
have located them, check the check boxes
next to them and click Add Files to List.
They will appear in the right-hand pane.

If you add files to the list in error, click the
check boxes next to the files you want to
remove in the right-hand pane and click
Remove Files from List.

# TeamSite: Add File - Netscape [_ D1 x]
Add Files to Task: Content Creation

TEAMSITE

Directory WORKARE Alandre

Direciory Conienis: Files to 3dd 1o task: o seieat | n Glearal
T adam2 2l O/defaltfmain/WORK AREAfandre/dave

7 & dave I 2 /defaultimain WORK ARE A fandre/tom

I [ kevine

I [ kevinc2

7 kevine3

I [ kevincd

& mouse

M & sandrase otigin
I 2 tests bt

M & tom

«| {5

Add Filesto List | Remove Files from List Adg Listed Files to Task |

Cancel

The Add Files to Task window

4. When the list in the right-hand pane con-
tains all the files you want to add to the task,
click Add Listed Files to Task. The files
will be added to the task.

Removing Files from Tasks

To remove files from a task:

1. In your To Do list, select Task Options >
Edit Task.

2. The Task Details window will appear.
Locate the file you want to remove, and
select File Operation > Remove From
Task.

3. A confirmation box will appear; click OK.

4. The file will be removed from the task.

Adding Comments to Tasks

At any point in a task, you can add information
in the form of comments. These comments
may convey information to other users involved
with the job, such as content contributors or

approvers.

To add a comment to a task:

1. Go into your To Do list (click the To Do
button in the Button Bar).

2. Locate the task you want to add the com-
ment to. Select Task Options > Add Task
Comment.
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3. The Task Comments page will appear, con-
taining a list of the task’s existing comments
at the bottom of the page, and a text box at
the top of the page. Enter your comments in

the text box and click Add Task Comment.

4. You will be returned to the Task Comments
page, where you can enter another com-
ment. To exit this page, click the Return to
List button.

#7 Enter Task Comment - Netscape [_[O] =]
Description: Chris - please cloan up  ygogc oo i ey den WORKAREAiciys; YO Change
these product phofos Laefanltnain/ e WORKARBAINs g, o oo
Enter new comment for task: Eoif Content: chris
[\m Grand Ferwick's coloris off - can you correct it?
1
Add Task Comment Retumn to List |
Date | User | Comment [ Task
| | |

The Add Comments page

Editing Task Descriptions

To change the task description that appears in
your To Do list:

1. Go to your To Do list (click the To Do
button in the Button Bar).

2. Locate the task whose description you want
to change. Select Task Options > Change
Description.

Using WebDesk Pro

3. A dialog box will appear. Type the new
description into the space provided. Click
OK.

The new task description will appear in
your To Do list.

Renaming Tasks

To rename a task that appears in your To Do
list:

1. Go to your To Do list (click the To Do
button in the Button Bar).

2. Locate the task whose name you want to
change. Select Task Options > Rename.

3. A dialog box will appear. Type the new
name into the space provided. Click OK.

The new task name will appear in your To

Do list.

Approving Tasks

Approval tasks require you to review the files,
and then approve or reject them. To approve or
reject the task, select the appropriate successor
option (see “Completing Tasks” on page 71).
Confirmation of your choice will appear in the
TeamSite window.

Completing Tasks

When you have completed a task, select a
transition to move the job along the workflow

pTOCCSS.
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To select a transition: 2. Locate the task you want to own. Select

Task Options > Take Ownership of Task.
1. Go to the Task Details page (select

Task Options > Edit Task from your To Do 3. The task will now appear in your To Do list.
list).

2. Select the Task Operation menu. All possi-
ble task transitions will appear at the bottom
of the menu. These transitions will vary
from task to task. Some common transitions

are Approve, Reject, and Done.

3. Select a transition.

The job will now move on to the next task. The
task will appear in your To Do list with an
updated status.

Some tasks may be retrieved after you have
selected a transition (this is only possible if the
next task has not been activated). If you want to
take a task back, go to your To Do list and
select Task Options > Take back task (if
available). If this menu option is not available,
then this task cannot be retrieved.

Taking Ownership of Tasks

You can only take ownership of group tasks,
which are created without a specific owner.
These tasks will say <no user> in the Owner
column of the Job History window.

To take ownership of a task:

1. Go to your To Do list (click the To Do
button in the Button Bar). Select View >
Unassigned Tasks.
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Creating New Files

You can only create new files in directories

where you have write permissions.

To create a new file in a workarea where you

have access:

1. Go into the workarea by clicking its name.
When you are in a workarea, the New File
command will appear in the File menu.
Within the workarea, navigate to the
directory where you want to place the new

file.

2. Select File > New File. The New File dialog

box will appear.

In the New File dialog box, if the current
directory location is not where you want to
put the new file, navigate to the directory

where you want to put the file.

i Interwoven WebDesk: New File - Microsoft Intemet Explorer [_[O]x]

i ]

iFile Templates =
2 plain File

p CIMsword

Neww Fie Naime: [indesc. htrnl

(_Create ) (_Close )

The New File window

Using WebDesk Pro

. Select the type of template you want to use,

then select the specific template that you
want to use. If you do not want to use a
template, select Plain File.

. In the New File Name box, type the name

of the file you want to create. You will need
to include the suffix (that is, file-
name . html). Do not use the following

characters in filenames:
NSk 2" s

If a file with the same name exists in another
workarea and is locked, you will not be able
to create the file. If a file with this name
exists in the staging area, you will be asked
whether you want to create a new file or
bring a copy of the file in the staging area
into your workarea. Follow the directions in

the dialog boxes that appear.

. Click Create.

UNIX users: The file will open in the
application associated with its file extension.
Edit the file as you normally would, and save
your changes. If you are using Direct Edit
(see page 52), the file will be saved to the
TeamSite server each time you save it. If you
are using Remote Edit (see page 53), your
changes will not be uploaded until you quit
your editing application.

Windows and Macintosh users: The file will
open in the application associated with its
file extension. If you are using Direct Edit

(see page 52), changes will be saved to the

72

TeamSite Author’s Guide



Managing Files

TeamSite server when you save the file. If
you are using Remote Edit (see page 53), its
name will appear in the LaunchPad window,
and you must upload it after you save it.

Creating New Directories

You can only create directories inside

directories where you have write permissions.

To create a new directory in a workarea where

you have access:

1. Go into the workarea by clicking on its
name. Within the workarea, navigate to
where you want to place the new directory.
When you are in a workarea, the New
Directory command will appear in the File

menu.

2. Select File > New Directory. A dialog box
will appear, asking you to enter the name of
the new directory.

3. Type the name of the directory you want to
create. Do not use the following characters

in directory names:

LA AR S

4. Click OK. An empty directory will be cre-
ated.

Importing Files Into Your Workarea

TeamSite lets you import files residing on your
hard drive into the TeamSite system.

Windows 95, 98, NT, or 2000 Client
1. Select File > Import Files.

2. LaunchPad will open, and a Select File win-
dow will appear. In the Select File window,
navigate to the directory containing the files
you want to import. Select the files (hold
down the shift key to select multiple files)
and click OK.

Lookin: | 3 Oulput B =3
i TR

d hitrnl

3 el il
B introduction1 3 html ER introduction? htrl
] BB introductionil4.html R introduction. himl
o bt |54 bt FRi htrl
i html 523 Fiml EX templating himl

8% introduction (L himl B introductiond. himl 5 b
ST introduction 1 html B intioductionS il

Ip

Fiename:  ["usia teamsieTUCa il "glossary il v Do |
Files of pe: [ Fies ) B Cancel

I~ Open as sead-only

The Select File window
The files will be uploaded to TeamSite.

If you want to import files that have the same
names as existing files, click the Overwrite
button before selecting File > Import Files.
The files in your workarea will be overwritten

by the imported files with the same names.
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Macintosh Client Renaming Files

1. Select File > Import Files.

2. LaunchPad will open, and a Select File win-
dow will appear. In the Select File window,
navigate to the file you want to import.
Select the file and click OK.

=wci
admin.html [-]
advanced.html =

appendixa.html
appendixb.html

&) basics html
gettingstarted.htm|

glossary.html ~| Open

The Select File window

3. The Select File window will reappear. Con-
tinue to select files to import, clicking OK
after each one. When you are finished
selecting files, click Cancel. The files will
be uploaded to TeamSite.

If you want to import files that have the same
names as existing files, click the Overwrite
button before selecting File > Import Files.
The files in your workarea will be overwritten

by the imported files with the same names.

The TeamSite Rename command gives a file a
new name, but does not change the directory
path to the file. If you want to both rename and
move a file, you must use the Move command.

You can only rename files if you have write
permissions for the directory containing the
files.

To rename a file:

1. Select the check box next to the name of the
file that you want to rename.

2. Select File > Rename.

3. A dialog box will appear. Type the new
name (not the full path) of the file, including
extension. You should avoid using the fol-
lowing characters in the file’s name:

NSk 2" s
4. The file will appear in the workarea with a

ﬂ (Modified) icon.

Renaming a file actually creates a new file with
the new name and deletes the old file. The
version history of the file will keep track of the
name change—older versions of the file will not
be lost.
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Moving Files

To move a file from one directory to another:

1. Select the check box next to the name of the
file that you want to move.

2. Select File > Move.

3. A dialog box will appear asking you for the
new name or path. Type the full path of the
directory where you want the file to be
moved to. Be sure to include the file name
in the path. You can use an absolute path
(rooted in the workarea’s root directory) or
arelative path, and you can change the name

of the file.

/htdocs/products/index.html
would specify an absolute path.

products/index.html would specify a
relative path.

../support/index.html would specify

a relative path.

4. The file will appear in the new location with
a ﬂ (Modified) icon.
The version history of the file will keep track of

the change in location—older versions of the

file will not be lost.

Copying Files

To copy a file from one directory to another:

1. Select the check box next to the name of the

file that you want to copy.

. Select File > Copy.

A dialog box will appear asking you for the

new name or path. Type the full path of the
directory where you want the file to be cop-
ied. Be sure to include the file name in the
path. You can use an absolute path (rooted
in the workarea’s root directory) or a rela-
tive path, and you can change the name of

the file.

/htdocs/products/index.html
would specify an absolute path.

products/index.html would specify a
relative path.

.. /support/index.html would specify
a relative path.

. A copy of the file will appear in the new

location with a ﬂ (Modified) icon.
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Viewing File Properties

TeamSite’s File Properties feature allows you to
determine basic file properties such as:

e The size of a file.
*  When it was created and by whom.
*  Whether you have write access to it.

*  What the permissions are (what users and

groups have access to it).

¢ Whether you have access to the area it

resides in.
¢ The owner and group for that area.

*  Whether it is locked (and by whom and in
which workarea).

*  Whether it is part of a task.

*  What comments and metadata are currently
attached to it.

To view the properties of a file:

1. Select the check boxes next to the files

whose properties you want to view.
2. Select File > File Properties.

3. The File Properties window will appear.

Look in this window to find the properties

you’re most interested in.

Using WebDesk Pro

File Properties

B idocsicontact htemt

TEAMSITE
master: chris

locked,

TeamSite Metadata:
Name
Categoty
Description
Expiration Date
Langnages
Launch Date
Primary Keyword
Secondary Keywords #1
Keyword
Source
Title
Type

Bazic Attributes;
Modified  Size Creator Creation Date
o 8K root Tuesday, 05 Qct 1999 19:48:47
File Security.
Writable Owmer Group Pemmissions
Tes andre mkig TWHRIWRIWE
Arca Security:  main/WOBRKAREArandre
Writable Owmer Group Pemmissions
Tes andre midg TWHRIWRIWE
Worleflow:
Tob (ID Job Owner Task (1D Task Owner
update contacts andre Edit Content: chris  chris
(2170) (8172)
Lock:
Workarea Lock Holder Lock Time
This file is not

Walue
ter_2_extranet
corporate contact info page

English

contact

Contact exarnple. cot
info page

Close

The File Properties window
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About the File Properties Window

Basic

Modified Tells whether the file has been
modified in the current
workarea.

Size Size of the file.

Creator Username of the creator of the
file.

Creation Date the file was created.

Date

File Security

Writable Tells whether you can write to
the file.

Permissions  Access permissions for the file in
Windows NT notation.

Owner Owner of the file (according to

Windows NT permissions).

Area Security

Writable

Permissions

Owner

Group

Tells whether you can edit files
in the current workarea.

Access permissions for the
workarea in Windows NT
notation.

Owner of the workarea.

Group which has access to the
workarea.

Workflow
Job (ID)

Job Owner

Task (ID)

Task Owner

Lock
Workarea

Lock Holder
Lock Time

Metadata

Name and ID of the job (if any)
associated with this file.

Username of the owner of the
job (if any) associated with this
file.

Name and ID of the task (if any)
associated with this file.

Username of the owner of the
task (if any) associated with this
file.

Workarea (if any) in which the
file is locked.

Username of the lock owner.

Time the file was locked.

Metadata that has been set on this file. Metadata

will vary from site to site and from file to file.
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Searching Metadata

Metadata search may or may not be
implemented on your system.

You can search for files based on metadata set
for them. For instance, if a file’s metadata
categorizes it as a “Press Release” and associates
the key words “July” and “Acquisition” with it,
then a search based on any one or any
combination of those values retrieves that file
(provided that document type and keywords

are configured as searchable attri‘butes).1 A
metadata search must be conducted within a
workarea and is recursive through the selected
directory and its subdirectories. Text fields in

search forms are case-sensitive.

To search metadata through the TeamSite
GUl:

1. Within your workarea, navigate to the
directory where you want to begin your

search.
2. Select View > Search Metadata (located
past the third separator in the menu).

The TeamSite Metadata Search window

appears in a new browser window.

. Note that some metadata attributes may be set by your

administrator as non-searchable. Therefore, the fact that you
can set a particular metadata attribute on a file does not
necessarily mean you can search against that attribute.

Using WebDesk Pro

3 TeamSite Metadata Search - Netscape [_[o[x]

TeamSite Metadata Search

TEAMSITE

Path = mainforanchlWORKAREAfywa
& Match ATL of the following © Match AN of the following

Title [ Exactly matches =]
Description IExa:[lymat:hES =l
Type [ Excactly matches 7| [White Paper =
Datashoct ]
Category [Esactly marches 7| [Eternct - Financia 2
Internet - Manufacturing =
Languages [Eractly matches =] [Engtsh =]
German v
Source [Exactly matches =]f
Launch Date [Equels = I
EsprationDate  [Eopals B [
Keywords [Excactly matches =] [

Scarch | Reset | Cancel | Help |

=> Dates must be provided in YYY¥-MM-DD format
=> Bxactly matches' and 'Equals' return results the fastest
=> Search results will be displayed in the right frame of the main TeanSite GUT

TeamSite Metadata Search Window

3. Decide whether you want your search to
match all or any of your criteria and select
the appropriate radio button at the top of
the TeamSite Metadata Search window.

4. Set the criteria for your search. You may set

just one or several search criteria. Focus
your search by selecting operators from the
drop-down menus. Also, remember that

text fields are case-sensitive.

Note that dates must be entered in YYYY-
MM-DD format with dashes between year,
month and day. Also, when you use the
Between operator for a numerical range,
you must enter a starting value in the first
field and an ending value in the second.
When you use operators other than

Between you need only enter a value in the

first field.
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5. When you have set your criteria, click

Search.

The results appear in the right frame of the
main TeamSite GUI. Although the results
appear in order by file name, be aware that
regardless of where you initiate your search
the relative path from the workarea to the
file is included in the file name. For
example, a search hit that retrieves a file
named Zeus . html in a directory named
Apollo in a workarea named Janus
displays the file as /Apollo/Zeus.html
even if the search was initiated in the
Apollo directory.
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A
adding comments to tasks 30, 35,
67,70
adding file types
Windows 9, 10, 49, 50
adding files to tasks 31, 32, 68, 69
approval tasks 35
approving files in tasks 35, 71

backing store, icons 43
branches
icons 43
in the graphical user
interface 46
browser view
and frames 27, 65
of files 65
browsers
available TeamSite features 46
choosing 5, 46
browsing
recent directories 19
workareas 18
Button Bar 56, 58

C

Casual Contributor interface
about 22
using 22

choosing browsers 5, 46
client platforms, discussed 1
closing
SmartContext Editing tab 21
comments
adding to tasks 30, 35, 67, 70
completing tasks 36, 71
configuring file types 7, 47
LaunchPad
Macintosh 10
UNIX 10
Windows 8
conflicts
task 37,72
cookies 7, 47
copying files
to other directories 39, 75
creating
directories 38, 73
files 37, 72

D
deleted
directories
icons 43
files
icons 43
deleting
files
temporary, from your local
hard drive 15, 55

Direct Edit 64

LaunchPad 12, 52
directories

icons 43

new 38,73

restrictions on names 38, 73

E
editing
file types
Windows 10, 11, 50, 51
files
in tasks 30, 66
on the server see Direct Edit
on your computer see Re-
mote Edit
through SmartContext
Editing 23, 61
through the main GUI 64
through WebDesk 25
with different editing
applications 14, 54
tasks 68
editions
icons 43

F

favorites
removing 19
setting 19
Viewing 19
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file names
restrictions on 37,72, 74
file properties
about 41,77
metadata 41, 77
viewing 40, 76
file types
about 7, 47
Macintosh 10, 50
Windows 8, 48
adding
Windows 9, 10, 49, 50
editing
Windows 10, 11, 50, 51
files
copying 39,75
deleted
icons 43
editing
in tasks 30, 66
on the server see Direct Edit
on your computer see Re-
mote Edit
through SmartContext
Editing 23, 61
using different editing
applications 14, 54
icons 43
importing 38
and overwriting 73
Macintosh 74
overwriting 74
Windows 73
metadata search 78
moving 39,75
and version histories 39, 75
new 37,72
permissions 37, 72

(files, continued)
renaming 74
and version histories 74
temporary 14, 54
uploading 14, 54
viewing 27, 65
in browsers 65
source 65
Files tab
about 17, 18
navigating 17
using 18
filtering views

in WebDesk 19

G

graphical user interface
about 5,17, 46, 56
available functions 5, 46
branch view 18, 57
setting up 5,46
workflow view 18, 57

H

Home page
resetting to default 58
setting 58

icons
backing store 43
branch 43
deleted file or directory 43
directory 43
edition 43
file 43
in LaunchPad 14, 54
key 43

(icons, continued)
lock 43
modified file 39, 40, 43, 74, 75
modified key 43
modified lock 43
private directory 43
private file 43
staging area 43
workarea 2,43
importing files 38
Macintosh 74
overwriting 73, 74
Windows 73
in-context QA
see SmartContext QA

J
jobs

Viewing 66

K
key icons 43

L
LaunchPad
about 7, 47
and SmartContext Editing 22,
60
configuring 8
Macintosh 10, 50
Windows 8, 48
configuring file types
Macintosh 10
UNIX 10
Windows 8
Direct Edit 12, 52
file icons in 14, 54
invoking 7
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(LaunchPad, continued)
preferences 14, 54
Remote Edit 13
running 7
window 15, 54

links
checking 24, 62

locked files
icons 43

logging in to TeamSite 6, 46

logging out of TeamSite 15

M
Menu Bar 56, 58
metadata
TeamSite Metadata Search
window 78
viewing, in file properties 41,
77
minimizing
SmartContext Editing tab 21,
60
modified files
icons 39, 40, 43, 74, 75
modified key icons 43
modified lock icons 43
moving files 39, 75
and version histories 39, 75

N

Navigation Window
defined 56

new
directories 38, 73
files 37,72

notation conventions

defined 1

(o)
opening files

for viewing 27, 65
overwriting

and importing files 73, 74

P

performing tasks 29, 66
platforms
client 1
server 1
private
directories, icons 43
files, icons 43

R

recent directories
browsing 19
refreshing
WebDesk 19
Remote Edit 27, 64, 65
configuring
Macintosh 13, 53
Windows 13, 53
LaunchPad 13
removing
favorites 19
files from tasks 32, 69
renaming files 74
and version histories 74
resolving conflicts
task 37,72
retrieving tasks 36, 71

S

search metadata
TeamSite Metadata Search
window 78

server platforms, discussed 1
setting favorites 19
setting up
graphical user interface 5, 46
SmartContext Editing
activating 20, 21, 59, 60
and LaunchPad 22, 60
checking links with 24, 62
configuring 22, 60
editing
files 23
framesets 25
images 24
editing files with 23, 61
editing images with 63
file status 21, 59
framesets 25, 63
tab 20, 59
closing 21
icon 20, 59
indicator 20, 59
minimizing 21, 60
moving 22
task files 61
SmartContext QA 5, 46
source view
of files 65
staging area
defined 2

icons 43

T
tab, SmartContext Editing

see SmartContext Editing tab
taking ownership of tasks 71

83



‘m» INTERWOVEN

task files
comparing details 34
replacing with staging area

versions 34

source comparison 34
visual comparison 33

Task list 3, 57

tasks

adding comments 30, 35, 67,70  uploading files 14, 27, 54, 64, 65
adding existing files to 32, 69

adding new files to 31, 68
approval 35,71
completing 36, 71
editing 68
editing files 30, 66
performing 29, 66
removing files from 32, 69
resolving conflicts 37, 72
retrieving 36, 71
taking ownership of 36, 71
transitioning 36
transitions 36, 71
viewing 29, 66
viewing changes 33
Tasks tab
about 17, 18
using 18
templates
selecting 37,72
temporary files 14, 54
Remote Edit 13, 53
To Do list
viewing 29, 66
Tool Bar 17
elements 58

WebDesk 20

Top View

resetting 19, 58

setting 19, 58
transitioning tasks 36
troubleshooting

creating new files 37, 72

U

\'/
Viewing
favorite directories 19
file properties 40, 76
files 27, 65
in a browser 65
source 65
task changes 33
To Do lists 29, 66

URLs 27, 65
w
WebDesk
about 6, 17

filtering views 19

refreshing 19

Tool Bar 20
WebDesk Pro

about 6, 17

using 45
workareas

browsing 18

defined 2

icons 2,43

in the graphical user

interface 5
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